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You work more comfortably in a 





REG. U.S "at ore 


Try tt and see for yourself what this fully adjustable chair can do for you 


Sit for a day in a Comfort Master and 
see what a lift it gives you! 


Its five adjustments afford you the 
luxury of complete comfort. You work 
hard all day with less fatigue because 
the chair is fitted to you for good seated 
posture. You go home at night without 
that fagged out feeling. 


Note, too, these other big advantages: 
Comfort Master is good looking. Its 


satin-smooth anodized finish, in the 
richness of gold, ebony or natural alu- 
minum, contrasts regally with the 
warm, colorful tones of Bedford cord or 
plastic upholstery. Cushioning is 
foam rubber. 

The aluminum frame is rigid, strong, 
light in weight, fireproof and wearproof. 
This means years of beauty, years of 
comfort, years of service. Easy clean- 
ing, minimum upkeep, maximum life. 


MODE-MAKER DESKS @® GOODFORM ALUMINUM CHAIRS 
SUPER-FILER MECHANIZED FILING EQUIPMENT @ GF ADJUSTABLE STEEL SHELVING 


GF metal business furniture is a GOOD investment 


(Circle 123 for more information) 





podform, ALUMINUM CHAIR 


Try a Comfort Master in your own 
office—for a day or a week! Just phone 
the local GF dealer or branch. See your 
local yellow pages for the showroom 
address. Or write The General Fire- 
proofing Company, Department M-51, 
Youngstown 1, Ohio. 


© GF Co. 1956 
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You give—yes, give—your customers a very real and important extra, 
when you sell them furniture upholstered in genuine leather. Genuine leather upholstery 
has about it an air of excellence, a feeling of quality, that can't be matched. 

There's no extra charge for the pride they feel 


in having so much beauty and so much value. 
Only genuine leather wears as well as it looks 


THE UPHOLSTERY LEATHER GROUP, INC. + 141 East 44th Street, New York 17, N. y 


Circle 150 for more information) 
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Z(PPO 


can help your business... 


Tak: diem tale Mme) he 
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Zippo works with many firms, large and small. 
Here are some of the ways we can help you: 





ADVERTISING! Your trademark. or message. on a Zippo gets 
x 3 * ° , Pe « —_ 
frequency of impact for years! Costs less than 1¢ per week! The aver- 
oe ° ° ry. one ‘ ' 
age user will light his Zippo—and see your name— 73.000 times. 


GIFTS! Quality Zippos in many gracious models for the full range 
of your gift giving! 


INCENTIVES! Zippos spark interest in incentive and suggestion 
programs ...and lasting stimulation for managers, salesmen, distrib- 
M4 . ! 

utors, retailers and others. Any message can be engraved! 


RECOGNITION! Say “Thanks for a job well done” with Service 
Recognition Zippos. Use the wide range of Zippo models to improve 
plant safety. commemorate anniversaries ... banquets ... sports events 


... housewarmings... any outstanding occasion. 


The famous Zippo guarantee, “Always works or we fix it 
free,” assures you of a lasting gift of finest quality! Send 


coupon below for the full story! 





Zippo Manufacturing Company, Bradford, Pa., Dept. M-452 ; 
i Please furnish me information on how Zippos can help me with | 
1 LJ Advertising J Gifts (] Incentives [] Recognition 
Name Position I 
1 Firm 
. Address a 
Lemma ee eee eee eee eee ee ee eee ee ee eed 


(Circle 155 for more information) 
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consensus 


Automatic controls for 
operations and quality 


A new high-speed electronic system 
logs a plant’s operating data and 
adds it up at the day’s end, mean- 
while keeping a robot eye on 
quality. ‘The new electronic data 
(EDIS) was 
Minneapolis- 
Honeywell Regulator Company’s 
Industrial Division engineers for 


integrating system 
designed by the 


Esso Standard Oil Company’s Bay- 
way (N.J.) refinery. It is believed 
to be the first such system that in- 
corporates computing and quality 
evaluation with conventional auto- 
matic data-handling operations. 

The new system, the result of 
nine months’ research and engin- 
eering work, is considered rela- 
tively low-cost, ranging in price 
from $10,000 to $50,000. It was 
styled by Henry Dreyfus, well- 
known industrial engineer. 

At Bayway, the new system will 
handle data gathering for produc- 
tion of a commercial solvent, auto- 
matically logging such operating 
data as temperature, pressure, flow, 
power consumption, and product 
quality. It will store up running 
figures for flow and power used, 
and add these up at the end of the 
day—the computation being done 
electronically. It also electronically 
computes the day’s average temp- 
erature for a number of critical 
points. This is especially important 
in analyzing the flow and the over- 
all operation. 

All data, translated into num- 
bers, is fed automatically to electric 
typewriters. The flow and power 
measurements are also punched on 
tape for later use in cost account- 
ing operations. When not actually 
recording, the system monitors a 
number of critical points, keeping 


BRIEFS 


WORTH 


track of conditions, and picking up 
any deviations as they arise. These 
are immediately spotted on an “‘an- 
nunciator’s panel” located at the 
operator’s desk. 

Quality, in this case, purity of 
the solvent, is measured by convert- 
ing the desired quality into an elec- 
trical signal. This is constantly 
picked up on recording machines; 
if it slips below the desired charac- 
teristics, an alarm sounds. The sys- 
tem was designed to supplement- 
not supplant—the regular opera- 
tors. By centralizing all current 
operating data at one point, it 
minimizes the strain on the opera- 
tors who otherwise would have to 
manually collect data from many 
different locations. 


Centralized billing from 
decentralized branch offices 


lo take full advantage of this elec- 
tronic computer in its decentralized 
operations, Nationwide Insurance 
will use a new communications sys- 
tem to transmit punched card data 
back and forth between its Colum- 
bus headquarters and each of the 
company’s 14 regional offices lo 
cated throughout the eastern half 
of the country. An IBM 650 Mag- 
netic Drum Data Processing Ma- 
chine is linked with a number of 
Transceivers. This transmitting 
and receiving device duplicates sets 
of punched cards at remote points 
by means of telephone, telegraph, 
or radio circuits. 

One of the first jobs to be 
handled will be Nationwide’s new 
method of renewal premium bill- 
ing. At renewal date, each regional 
office, which covers from 100,000 to 
300,000 policyholders, and has its 
own installation of IBM punched 
card accounting machines, will 
place its punched premium cards 
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REPEATING 


on its Transceiver. The data 


punched in these cards, including 
policy number, due date, and a 
series of nine codes which control 
the amount of premium due, are 
transmitted via leased telegraph 
wire to the home office. Here, an- 
other Transceiver simultaneously 
punches the data into blank cards. 

At Columbus, the duplicate pre- 
mium cards are placed in the 650, 
which “looks-up” the appropriate 
rate for each coded card from some 
7,000 basic rates stored on the face 
of its magnetic drum. The com- 
puter automatically calculates the 
amount due for each coverage in 
the policy, and the total premium 
due from the policyholder, and 
produces these results in the form 
of punched premium renewal cards. 
These cards are then placed in a 
Transceiver which transmits the 
codes and the premium amounts 
back to the regional office. 

Here, the Transceiver punches a 
duplicate set of cards during the 
transmission. The regional office 
punched card machines collate 
these new premium cards with the 
policyholder’s punched name and 
address cards, and use the two cards 
in turn to prepare premium notices 
automatically. The premium cards 
become the accounts receivable 
record, and are used to re-transmit 
the code for the next. billing 
period. The name and_ address 
cards, corrected currently for any 
address changes, are used over and 
over again. 


i= 


Form “pocket ” carries tape 


A new idea in protecting the 
punched paper tape used to repeat 
typed data automatically has been 
announced by American Lithofold 
Corporation. Users of Integrated 
Data Processing systems can now 
obtain a “built-in” I.D.P. Tape 
Pocket on any copy of a form set 
or continuous forms, to permit the 
tape to travel with the form. The 
new Pocket Form safeguards the 
punched paper tape produced on 
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Attention of the Efficiency-minded: 


























a system as this traditional 
intercom unit... 
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Whether you need as simple or a complete commercial system including 


Paging, Intercom, Public Announcement 
and Music or Radio broadcast... 


You should know that Stromberg-Carison 


offers a Custom Installation 


on a Long-term L 


Leasing of capital equipment isn’t new. But as a manager 
you want to know that the maker of the products you’ll 
lease has complete stability and unquestioned quality be- 
hind his brand. 

Certainly Stromberg-Carlson offers such assurance. As 
a matter of somewhat immodest fact, the majority of firms 
responding to our offer have said, in substance—‘‘When a 
company like yours has a lease plan, we’re interested!” 


STROMBERG-CARLSON 


A DIVISION OF GENERAL DYNAMICS CORPORATION 


ease or Outright sale. 


The procedure is simple: Once you've indicated interest 
(without obligation, of course) , a Stromberg-Carlson spe- 
cialist will survey your premises and come up with an en- 
gineering recommendation, custom-fitted to your needs 
and preferences. The rest is merely paper-work to write a 
contract—then installation and factory-supervised main- 
tenance for the life of the lease. 

Why not send in the coupon today? 


STROMBERG-CARLSON COMPANY 
SPECIAL PRODUCTS DIVISION 
1203 CLIFFORD AVE., ROCHESTER 21,N. Y. 


Please have your nearest representative contact us for a no-cost survey and 


recommendation to fit our communications needs. ‘ 
COMPANY = 
_ 
ADDRESS ‘ > 
a 
t 
By 


(Circle 144 for more information) 








it adds up... 


There’s no better adding machine 
than the Remington Rand 
All-Electric. 


It has everything! 


Electrified multiplication 
Direct subtraction 


Remington. Fland 


DIVISION OF SPERRY RAND CORPORATION 





(Circle 187 for more information) 


10 key keyboard for touch control 
Two color tape for proof of accuracy 

















machines such as Flexowriters, tele- 
typewriters, calculators, etc., and 
makes it immediately available for 
feeding into other compatible 
equipment in the office. 

It eliminates ‘“mix-ups,” loss, or 
damage to the tape which might 
occur if it is simply clipped to the 
form or filed. Tapes can now be 
folded, inserted into the pocket, 
and later removed by the typist. 
The pocket can be made any depth 
to accommodate punched cards as 
well as tape. 

For more information, circle 
number 248 on the Reader Service 
Card. 


New low cost computer 


The first high speed electronic com- 
puter utilizing magnetics through- 
out, in lieu of filament tubes, has 
been announced by Remington 
Rand Division, Sperry Rand Cor- 
poration. The new computer em- 
ploys a principal of magnetic am- 
plification. It sells in the $12,500 
range, and handles computations 
with the speed of light. 

It is claimed to be superior in 
many respects, to any other elec- 
tronic computer. The amplifiers 
will perform accurately at tempera- 
tures ranging from —60° to +220° 
Fahrenheit. The amplifiers enable 
the construction of a machine 
which is simple in operation, yet 
diversified in performance beyond 
any existing computer of this kind. 
Present production plans will make 
the new computer available early 
in the year of 1957. 


Analog-to-digital converter 


A new high-speed, accurate analog- 
to-digital REA Converter has a ca- 
pacity of up to 100,000 conversions 
per second, 30 millivolt resolution, 
and .1% guaranteed accuracy. It 
will accept signals from transdu- 
cers, FM _ discriminators, FM or 
PWM magnetic tapes, film readers, 
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or other analog sources, and con- 
vert them to any desired digital 
code. Used with appropriate com- 
mutating, it will sample, in se- 
quence, data from any number of 
analog sources. Digital output may 
be printed out, or used as input to a 
digital computer. Interim storage 
of the digital data can be accom- 
plished, if desired, by a _ pro- 
grammed magnetic tape unit. A 
high-speed input | commutation 
switch, digital output magnetic re- 
corders and programming circuits 
are among the new features offered 
in complete systems. 


For more information, circle 
number 249 on the Reader Serv- 
ice Card. 


Home study course in 


Programming Business 
Computers 


A home study course, claimed to 
be the first and only one of its type, 
is being offered by Business Elec- 
tronics Inc. Designed for people 
without technical training or ex- 
perience, it is based on a similar 
course the firm is teaching at the 
University of California Extension 
Service in San Francisco. 

Students are taught to develop 
and program electronic systems for 
business problems such as Payroll, 
Accounts’ Receivable, Inventory 
Control, etc., for a theoretical elec- 
tronic computer called BEC. BEC 
was designed for instructional pur- 
poses and includes the best elements 
of the commercially available com- 
puters. The knowledge the student 
gains from BEC, it is claimed, can 
be applied to any computer. ‘“Pro- 
gramming For Business Computers” 
provides an opportunity for the 
student to study at home at his own 
convenience for only a few cents a 
day. Brochures’ describing — the 
course are available upon request. 

For more information about the 


course, circle number 234 on the 
Reader Service Card. 
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NEW! Victor Calculator 


Exclusive: Fully automatic multiplication... 
automatic constant lever... total transfer feature 


The fabulous new Victor Mult-O-Matic is the 
only machine with completely automatic multi- 
plication from one simple set of keys. 

Multiply figures as you would write them—only 
the multiplicand, multiplier and answer, properly 
identified by symbols, are printed on the tape. 

The simplified automatic constant lever lets you mul- 
tiply the same figure any number of times without 
re-entering that figure each time. 

The new and exclusive total transfer button lets you 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Manufacturers of Business Machines, Cash Registers, 
Business and Industrial Systems, Electronic Equipment, Electri-Cars. 


Exclusive 

Automatic 

Constant 

lever 

= 

Exclusive } 
Total Transfer o 2 + 
Button - & 





retain a total in the machine so that it can be multiplied 
by another figure. 

The Victor Mult-O-Matic is the perfect answer for all 
your figure work — it multiplies, adds, subtracts, divides. 
It’s designed to save you time — for inventory, payroll, to 
check and extend invoices, figure discounts, percentages, 
proration problems, operating statements. 


Don’t wait. Call for a free tryout! Look under “V” for 
Victor in Adding Machine section of your classified 
phone book. Or write Victor. 


















Exclusive 
Select-O-Matic 
for Automatic 
Totaling 


(Circle 160 for more information) 
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Cocoons for Coffee Cups 
WHEN YOU MOVE LONG-DISTANCE THE MAYFLOWER WAY 


> While we don’t keep millions of silk worms to spin silken 
cocoons for breakables, we do have hundreds of skilled packers 
who know how to fashion safe ‘“‘cocoons”’ from carefully selected 
packing materials to protect the most fragile pieces! In fact 
Mayflower packing service has been scientifically developed, 
both in materials and methods, into approved, standardized 
procedures. These requirements are published in the Mayflower 
Packing Manual, called “Pack with Pride,” for all to follow. The 
manual is the guide, and the title the watchword for the finest 
packing service you can get for the people you move long- 
distance. Call Mayflower for moves which are “Packed with 
Pride”! Your Mayflower agent is eager to serve you. 


AERO MAYFLOWER TRANSIT COMPANY, INC. + INDIANAPOLIS 


Mayflower Service is available through selected warehouse agents throughout 
the United States and Canada. Your local Mayflower agent is listed under Moving 
in the classified section of your telephone directory. 





America's Finest Long-Distance Moving Service 


(Circle 101 for more information) 





$368 tax quiz $$$S$5 


Recent tax 


court cases 


by Benjamin Newman, Tax Attorney, Koenig and Bachner, New York 


THE QUESTION 


May an employer decide whether persons employed by him are 
independent contractors? Is the employer required to produce 


records at the request of the Internal Revenue Service so that 


they may confirm this determination? 


THE FACTS 


Richard Beatty was engaged in a dis- 
pute with the Internal Revenue Service, 
which revolved around several persons 
who worked for Mr. Beatty. The ques- 
tion in dispute was whether they were 
employees for whom Mr. Beatty should 
pay Social Security taxes, or whether 
they were independent contractors. To 
resolve the issue, the Government sent 
an Internal Revenue Agent to investi- 
gate their status. Mr. Beatty refused to 
permit the Agent to examine his pay- 
roll records, insisting that the em- 


ployees were independent contractors 
and consequently the details of their 
employment were none of the Agent’s 
business. The Government insisted it 
had the right to resolve the question 
and served Mr. Beatty with a “Directors 
Summons to Testify and to Produce 
Books and Records”. Mr. Beatty con- 
tinued to refuse to produce his books 
and records pertaining to those persons 
whose status was under investigation. 
Could the Government compel him to 
comply with the summons? 


THE RULING 


The Internal Revenue Code provides 
that “No taxpayer shall be subjected to 
an unnecessary eXamination or investi- 
Although Mr. Beatty 
contended the examination was un- 


” 


gation. 


necessary because he had determined 
that the employees in question were 
independent contractors, he was not 
entitled to make such a conclusive de- 
termination of the question. The 


Internal Revenue authorities were 
entitled to make their own determina- 
tion. If, after obtaining the facts, there 
was a difference of opinion, Mr. Beatty 
would then have ample opportunity to 
submit the dispute to the courts. Ac- 
cordingly, Mr. Beatty was directed to 
produce the records. (Beatty v. U. S., 
United States Circuit Court, 8th Cir., 
decided Nov. 22, 1955.) 





THE QUESTION 


Must a corporation formally resolve to liquidate in order for the 
redemption of stock to be considered as distributions in partial 
liquidation, and not as taxable dividends? 


THE FACTS 


Over a period of years, from 1941 
through 1948 the corporation in which 
Taxpayer was a stockholder had fol- 
lowed a consistent pattern of decreased 
income and periodic disposal of its 
operating assets. The policy of the man- 
agement had been one with the objec- 


tive of ultimate complete liquidation. 
In 1948 the corporation redeemed ‘Tax- 
payer’s stock. At this time, ‘Taxpayer 
was the sole remaining stockholder. 
During all of this period the cor- 
poration never adopted any formal 
resolution of liquidation. Therefore, 
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contended the Commissioner, the cor- 
poration’s redemption of ‘Taxpayer's 
stock was essentially equivalent to a 
taxable dividend. 


THE RULING 


Liquidation is a question of fact. 
While it is true that the corporation 
never adopted any formal resolution of 
liquidation, and this fact should be 
given some weight, it cannot be decisive 
in determining the absence or presence 
of a corporate policy of liquidation. All 
facts considered, stated the Court, it 
would most certainly indicate that the 
corporation was, in good faith, since 
1941, pursuing a policy of liquidation. 
The Court, accordingly, concluded that 
the distribution to Taxpayer in re- 
demption of his stock was a partial 
liquidation within the meaning of the 
code. (McDaniel v. Commissioner, U.S. 
Tax Court, decided Nov. 22, 1955.) 





THE QUESTION 


Is a taxpaper guilty of civil 
fraud when erroneous tax re- 
turns are prepared by his ac- 
countant and based on infor- 
mation submitted by him? 


THE FACTS 


Taxpayer did not keep regular ac- 
counting records for the years in ques- 
tion. He kept a day book in which he 
listed all sales consummated at the 
place of business. However, larger sales 
were transacted at the bank and were 
financed by chattel mortgages executed 
there. The proceeds of such sales were 
immediately deposited and the cus- 
tomer’s name noted on the top of the 
deposit slip. Ordinarily, the sales made 
at the bank were not listed in taxpayer’s 
day book. Taxpayer's accountant pre- 
pared his income tax returns through 
use of the day book, checkbook, bank 
deposit slips, bank statements, and 
records of physical inventories. Tax- 
payer failed to advise his accountant 
that the day book did not contain all of 
the sales. Is Taxpayer’s dereliction tan- 
tamount to fraud? 


THE RULING 


The evidence indicated that the data 
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Gilbane Build 


Mills Movable Walls provide space control, 
insure efficiency at Firemen’s Mutual 


Firemen’s Mutual Insurance Com- 
pany was founded in 1854. It is only 
natural that this organization with 
more than a century of know-how 
and experience back of it would pro- 
vide for constant efficiency in the lay- 
out of space in its new headquarters. 
All of the building’s interior walls are 


Mills Movable Metal Walls. 


Mills Walls promote efficiency — 
both present and future. They enable 
you to get maximum productivity 
through the most effective use of space. 
When changes in space requirements 
make new layouts advisable, these 
walls can be taken down, moved and 
re-erected quickly and easily, with a 
minimum of labor and at very low 
cost. Changes can usually be com- 
pletely made overnight or during a 
week end. 


As modern and attractive as they are 
efficient, Mills Walls combine this 


complete flexibility with distinctive 
architectural design and structural 
stability. They are thoroughly in- 
sulated and sound-proofed and pro- 
vide easily accessible lay-in raceways 
for electrical wiring and controls. 


Available in a wide range of pleasing 
modern colors and finishes, Mills Walls 
have baked-on enamel surfaces 
specially treated to eliminate all harsh 
light reflections. They require no 
maintenance whatever except occa- 
sional washing to keep them looking 
always their efficient best. 


THE MILLS COMPANY 
924 Wayside Road, Cleveland 10, Ohio 


“> 


MILLS 





(Circle 178 for more information) 





Mills Walls can often be moved in a 
matter of hours — without dust, debris, 
commotion or interruption of normal 
business routine. 


Write for the new 68-page Mills 
Catalog—it’s a practical work book 
on Space Control. 


Movebe\metar WALLS 
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A Better Printed 
Bulletin Makes a 
Better Impression 
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Build a better 


ndgs bulletin 


Bulletin Kit 
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KIT CONTAINS: 


e Pages of useful cartoons and drawings 


@ Samples, with production memos, for 
sales bulletins, 2-color price list, and 
form letters 


@ Dozens of suggested format ideas 


@ Instructions on using mechanical and 
photographic negatives for superior 
results 


@ Instructions on using money-saving 3M 
Brand Photo Offset Plates 





Put Life into your company printed bulletins FREE 
with the complete 3M Better Bulletin Kit 


Make a better impression! Many rewarding ideas 
for upgrading your printed materials are yours 
FREE with the 3M Better Bulletin Kit. 

With this free kit and 3M Brand Photo Off- 
set Plates, you not only can considerably im- 
‘ahaa the quality of your office communications, 

ut you actually save time and money. 

With 3M Plates, you need no additional 
equipment. In fact, you need only 24 of the usual 
floor space . . . and you can eliminate much 
expensive, space-consuming equipment, many 


chemicals. Because 3M Plates are pre-sensitized, 
they can go from package to press in minutes. 

But, most important of all, 3M Brand Plates’ 
super-smooth grainiless surface assures you of 
flawless reproduction—the sharp highlights, 
smooth solids and fine tonal gradations that 
say ‘foremost quality.” 

Make a better impression and save money. 
If you are directly concerned with your com- 
pany’s printed office communications, mail the 
coupon below TODAY. 


Remember, for complicated single and multi-color lithographic jobs... look to your local lithographer. 


ecccceeeceee FOR BETTER BULLETINS... MAIL THIS COUPON TODAY eecceccocece 


BRAND 


A Better Bulletin.” 


We have a 


MINNESOTA MINING AND MANUFACTURING Co., Dept. DP-26S, St. PAUL 6, MINN. 


3M Photo Offset Plates 


World’s Largest-Selling Pre-Sensitized All-Aluminum Photo Offset Plates. 
Please send me, without cost or obligation, your complete kit on ‘““How To Build 
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City State 








Address 
3M) “3M" is @ registered trademark of Minnesota Mining and Manvfacturing Co., St. Pavl 6, Minnesota. 
General Export: 99 Park Avenve, New York 16, N. Y. In Canada: London, Ontario. 
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furnished Taxpayer's accountant was 
sufficient to prepare proper returns. 
Taxpayer's accountant, however, pre- 
pared the returns based on estimates 
made by him, rather than on the data 
furnished. While there was evidence 
that might arouse suspicion of fraud, 
declared the Tax Court, there was no 
evidence of any affirmative act of fraud. 
They resolved the issue in favor of ‘Tax- 
payer. (Hart v. Commissioner, U. S. 
Tax Court, dectded Nov. 29, 1955.) 





THE QUESTION 


Where Taxpayer is advised 
by his physician that the sum- 
mer and winter climates of his 
place of residence are detri- 
mental to his health, is trans- 
portation and living cost in 
more beneficial areas deduct- 
ible as medical expenses? 


THE FACTS 


Taxpayer’s late husband had sut. 
fered from generalized arteriosclerosis, 
and had been advised that the summer 
and winter climate in St. Louis was 
detrimental to his health. Upon his 
physician’s suggestion that a stable, 
warm climate should be sought the 
year round, the husband adopted the 
routine of spending his summers in the 
North, winters in the South, and the 
spring and fall in St. Louis. Taxpayer 
accompanied her husband during 1947, 
1949, and 1950, since he was subject to 
“dimouts” and could not be left alone. 
In 1947 and 1949 they visited their eye 
doctor in Tulsa and received treatment. 


THE RULING 


The Tax Court said: “Although it 
was desirable, in order to slow down 
the process of vascular deterioration, to 
seek a warm, equitable climate, and it 
was certainly inadvisable for the hus- 
band to travel and live alone during a 
large part of the year, the choice of this 
migratory life over permanent settle- 
ment in a salubrious climate was ap- 
parently motivated entirely by personal 
considerations, including the desire to 
spend most of the year in St. Louis.” 
Since the trips were not made in order 
to receive medical care, the Court held 
that expenses’ incurred for transporta- 
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a FRESH 
Approach? Aa 














If you are concerned about rising 
costs, increasing competition, 
and manpower shortages, it may 
be time for a fresh approach. 


And that’s where STATISTICAL 
can help! 


If you have a tab department 
of your own, it will pay you to 
explore the experience and facili- 
ties that are available at sTaTIs- 
TICAL to supplement your own 
staff and equipment. Maybe, just 
an “outside slant’’ will do the 
trick. Or your problem may be 
answered by the latest mechan- 
ical facilities maintained here. 


On the other hand, if you are 
not already using automatic 
methods, STATISTICAL service can 
help you apply the latest tabu- 
lating techniques to cut clerical 
costs, increase sales and profits 
and brighten your competitive 
picture—all without increasing 
your overhead. (If you are plan- 
ning to install tabulating equip- 
ment, we’ll be glad to show you 
how.) 


It costs you nothing to talk 
over the possibilities of this serv- 
ice with one of our methods en- 
gineers. Just phone or write our 
nearest office. 


STATISTICAL 


TABULATING COMPANY 


Established 1933... Michael R. Notaro, President 


CHICAGO NEW YORK ST. LOUIS 
53 W. Jackson Blvd. 80 Broad Street 411 No, Tenth St. 





H Arrison 7-4500 W Hitehall 3-8383 M Ain 1-7777 
; NEWARK CLEVELAND 
National-Newark Bldg. 1367 East 6th St. 
M Arket 3-7636 SUperior 1-8101 


TABULATING + CALCULATING + TYPING 
TEMPORARY OFFICE PERSONNEL 
(Circle 143 for more information) 
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tion, food and lodgings while on trips 
to the South and North were primarily 
personal expenses, and were not de- 
ductible medical expenses. However, it 
was held that the money expended on 
the trips to the eye doctor in Tulsa in 
1947 and 1949 were deductible medical 
expenditures. (Bertha M. Rodgers v. 
Comm.—Mar. 18, 1955, 25 TC—No. 36.) 





THE QUESTION 


Is the use of the net worth 
theory of reconstruction of 
income valid in the case of a 
deceased tax payer? 


THE FACTS 
The administrator for the estate of 
the taxpayer appealed a U. S. Tax 
Court ruling which found the taxpayer 
guilty of civil fraud for the years 1942 
through 1950. It is the contention ot 
the administrator that the Govern- 
ment’s use of the net worth theory of 
reconstruction of income was improper 
in this case because the investigation 
and audit were not begun until after 
Taxpayer's death. A prerequisite to a 
fair and adequate defense in a net 
worth theory case is the right of the tax- 
payer to rebut evidence submitted by 
the Commissioner, contended the ad- 
ministrator. Furthermore, the adminis- 
trator argued that Taxpayer's penalties 

do not survive his demise. 


THE RULING 

Proving tax delinquencies by use of 
the net worth method is merely a 
method of proving a case by the use of 
circumstantial evidence, explained the 
Court. No statute forbidding the use of 
such evidence is cited, the Court de- 
clared. While the submission of Tax- 
payer’s administrator, that Taxpayer is 
deprived of an opportunity for explana- 
tion, is meritorious and entitled to its 
due weight in determining the value of 
the circumstantial evidence, it can 
really have no proper bearing on its 
admissibility. As to fraud penalties, 
concluded the Court, they are but civil 
administrative sanctions of a remedial 
character in aid of the assessment and 
collections of taxes, and are not treated 
as penalties which die with the offen- 
der. (Lee, Admr., et al v. Comm., U.S. 
Court of Appeals, 5th Circuit, 
11/25/55.) 








Your key 
to complete 


photocopying 


satisfaction! 





Photocopying equipment and the copies it produces are as different 
as the variety of subjects it copies. Only one line carries the time-honored 
name of “PHOTOSTAT”...the registered trademark of PHOTOSTAT 
CORPORATION. 


Together with the splendid MICROTRONICS Microfilm Equipment 
which we manufacture, the large family of PHOTOSTAT Photographic Copy- 
ing Equipment and Paper now available is designed to open the door, for every 
user, large and small alike, to the best there is in photocopying, on both paper 
and film . . . the accepted modern method for making and preserving econom- 
ical, error-proof copies of anything printed, written or drawn. 


What’s more . . . expert advice as to what is best for your needs is yours 
for the asking from our representatives located throughout the United States 
and in Canada. 


Write us... without any ob- 
ligation. Your inquiries will 
have our prompt and inter- 
ested attention. 





PHOTOSTAT is the trademark of PHOTOSTAT CORPORATION 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER 14, NEW YORK 
Service offices in principal cities and Toronto, Canada 
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When ink smears from 
sheet to sheet, switch to 
Hammermill Mimeo-Bond 


_—. EVERYONE has seen mimeo- 
graphed material with ink marks 
on the back, as shown above. That’s called 
“set-off”. It looks messy. It happens when 
wet ink smears on the bottom of one 
sheet from the top of another as sheets 
pile up on the delivery board of the 
mimeograph machine. 

What can you do to have clean mimeo- 
graphing, without set-off, or the smearing 
of the copy itself while the set-off is 
happening? 

A makeshift way to combat this is by 
slip-sheeting— putting a blank piece of 
paper on each “printed” sheet as it is 
delivered from the machine’s impression 
cylinder. That does the job—the expen- 
sive way. 

The better way is simple. You specify 
Hammermill Mimeo-Bond. It’s the only 
mimeographing paper made with the 
“air-cushion surface”. Thousands of al- 
most microscopic air pockets temporarily 
insulate the drying ink from the sheet 


MIMEO-BOND 


being delivered on top of it. With 
Hammermill Mimeo-Bond you get fast 
running operation and neat, attractive 
copies without any fuss or muss. 


Hammermill Mimeo-Bond, with its 
exclusive air-cushion surface, is available 
at the same cost as Hammermill Bond. 
Comes in white and seven sparkling colors 
that can be matched with Hammermill 
Bond Envelopes for your smart mailings. 
It’s watermarked, of course. Use it for 
company announcements, plant bulletins, 
sales letters, price lists, anything that comes 
off your stencil duplicating machine. 

You can get Hammermill Mimeo- 
Bond with printed mastheads and fill- 
in forms from your printer or com- 
mercial letter shop, plain from stationers. 
Large wholesale stocks are carried by 
Hammermill agents in 125 cities. 

For sample sheets of Hammermill 
Mimeo-Bond (or Hammermill Dupli- 
cator paper) write to Hammermill Paper 
Company, 1499 East Lake Rd., Erie 6, Pa. 


MATCHING ITEMS FOR OFFICE USE— 
Hammermill Bond 
Hammermill Duplicator 
Hammermill Bond Envelopes 
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by Joseph L. Wood 


sales ideas 


The Credit man 
Sales man partnership 





Asst Treasurer, Johns-Manville Corp. 


que 1) most) §=6companies, 
there’s steady bickering and debate be- 
tween the Credit and the Sales depart 
ments. In spite of the inherent difter- 
ence in attitude between the two 
functions, there is little good reason tor 
the sub rosa warfare. The responsibility 
for peace making, however, lies with 
the credit man. In effect, he must 
establish a partnership with the sales- 
manager and his men. 

It is generally recognized, of course, 
that salesmen can not be trained and 
utilized as credit reporters or collection 
agents. There are notable exceptions 
to this rule—such as certain types of 
business selling to a large number of re- 
tailers, in which much dependence 
must be placed in the salesman as a 
collector because of his frequent con- 
tacts with the customers. For the most 
part, however, the credit man can and 
does secure more and better credit in- 
formation through his established chan- 
nels than can be obtained by the 
salesman. Moreover, the salesman_ is 
handicapped by his preoccupation with 
making a sale and his natural desire to 
avoid any situation which might tend 
to affect his sales position. 

This does not mean that salesmen 
should be divorced from credit and col- 
lection problems. Properly used, this 





MR. WOOD is the author of the recently 
published BETTER SALES THROUGH 
CREDIT (Vantage Press, 120 West 31st 
Street, New York 1, N. Y.; $3.00). The sub- 
ject of the credit-sales relationship is more 
fully covered in one chapter of the book. 
Mr. Wood is president of the Sales Execu- 
tive Club of New York. 


information can be converted into a 
powerful selling tool. For example, 1! 
a salesman knows in advance that a 
certain customer is outside of the credit 
circle, he is able to weave into his sales 
presentation, at the first call, a proposal 
to sell on C. O. D. terms. He presents 
it as a natural assumption that this is a 
satisfactory and usual arrangement. 
Sales resistance to such a proposal is 
usually not great when it is made at the 
initial presentation. On the other hand, 
if the salesman is uninformed as to the 
prospects’ finances, he is often put in 
the very embarrassing position of re- 
turning to the customer to gain an 
acceptance of C. O. D. terms 


Educating the sales force 

The first step which the good credit 
man takes is to get to know the sales- 
men intimately. It’s generally wise to 
analyze his territory with him, gain a 
knowledge of his problems, and offer 
suggestions when pertinent. 

In many businesses, which require the 
salesmen continuously to add new ac- 
counts, the credit-sales partnership is 
aided through furnishing the salesmen 
with pocket-edition Dun & Bradstreet 
rating books which are published for 
each state. They provide the salesmen 
with valuable information as to the 
credit standing of the prospects in his 
particular territory. 

This results in a considerable saving 
in time and effort which might other- 
wise be expended in attempting to sell 
an account which could not meet nec- 
essary requirements. 

These ratings are not infallible, how- 
ever. Many a merchant with a so-called 
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CAN IBM ELECTRONICS 
PROFIT YOUR COMPANY? 
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Here’s the way to find out! 


Whether or not your company shares in 
the profits of electronic data processing 
may depend upon you. 

Better than anyone else—you know 
there should be no “snap judgments” 
on electronics. It takes time. Time to 
gather the facts, re-examine procedures 
... reaffirm management requirements. 
The competitive picture in our growing 
economy demands that top manage- 
ment find the time to learn about elec- 
tronics. He looks to you for the signifi- 
cant facts. He relies upon you to help 
him decide where, and how, electronics 


will improve his profit picture. And, 


whether or not he decides for electron- 
ics, your company still reaps the vital 
economies of this thorough re-examina- 
tion of systems and procedures. 

IBM will help you gather this data. 
From published brochures and appli- 
cation studies, to actual preparation 
assistance, IBM will cooperate with you 
to help your management ascertain 
whether electronics will be profitable 
for your company. 

Today—IBM electronic data process- 
ing machines are on the job on every 
type of data processing problem —in 


businesses of every size. Each working 


*During 1955, IBM announced a major data processing improvement every two weeks! 
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(Circle 128 for more information) 


day, another IBM electronic machine is 
being delivered. You can be sure that 
in this rapidly growing field, IBM has 
the experience and know-how you can 
depend upon. What’s more, newer 
IBM developments* will keep you out 
in front in electronics. 

Get the down-to-earth facts from 
IBM. Call your local representative or 
write: Department A56, International 
Business Machines Corporation, 590 


Madison Ave., New York 22, N.Y. 





DATA 
PROCESSING 











“blank” rating is an acceptable credit 
risk. It must be remembered that he 
may have a “blank” rating merely be- 
cause he has not given the agency a 
financial statement. Nor does it follow 
that the merchant with a high credit 
rating would make the best outlet for 
the salesman. 

Some credit men have successfully 
convinced their salesmen that, on cer- 
tain occasions, it is wise to have him 
present when calling on a customer. 
The more often these joint calls occur, 
the sooner the salesman is apt to recog- 
nize that the credit man, too, has a 
sales-minded approach. 


Actual case history 


Lest this dubious partnership and 
technique seem far fetched, here’s a 
concrete example taken from an actual 
case history. 

A company in Michigan had a dealer 
who was unable to keep his account in 
line. As a result, the salesman was 
handicapped by credit restrictions and 
consequently, loss of volume. He asked 
the credit man for help. The two men 
called on the account together. The 
credit man found that the trouble was 
partly due to slow accounts-receivable 
turnover and this was obviously caused 
by laxity and timidity in collection fol- 
low-up. But, he also found the gross 
profit of the dealer seemed to be in- 
adequate. With the dealer and_ the 
salesman, he carefully reviewed, in- 
voice by invoice, the dealer’s mark-up 
method. Some evidence of rank careless- 
ness in pricing was observed, but the 
obvious sore thumb was a single cus- 
tomer to whom the dealer made rather 
large sales. They found that this cus- 
tomer habitually issued tenders calling 
for bids. In order to get the business, 
the dealer was shading his price to a 
point where he was getting a mark-up 
of only 6% whereas his overhead was 
running 21% of sales! The credit man 
convinced the dealer that a minimum 
mark-up of 27% was necessary. 

Two weeks later, the salesman wrote, 
“the dealer quoted 27% up on an 
inquiry for $3,000 and, to his surprise, 
got the order!” 


Knowing when to say ‘‘yes’’ 


Occasionally, the sales-aid value of the 
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EACH DRAWER A SAFE! In this mod- 
ern, good looking Shaw-Walker fire- 
proof equipment, fire walls stand 
between your irreplaceable records 
and possible destruction. Fire-File, 
with corner cut away shows: Thick, 
steel-walled steel-reinforced fire insu- 
lation on all six sides of each drawer. 
Vault-like interlocking drawer front. 


* Fire can’t burn any of the 
records in this office 


...- ALL ARE PROTECTED BY UNDERWRITERS’ LABELS 





Shaw-Walker makes 46 different 
types of this time-saving, fireproof 
equipment— Desks, Fire-Files, Post- 
ing Trays. In them your records will 
be completely safe, always ready for 
instant use, even after a fire. You can’t 
afford to gamble—57% of the busi- 
nesses who lose records in fires never 
fully recover. 

Shaw-Walker has been helping 
American business save time and step 
up office output since 1899. There are 
4,000 Shaw-Walker products—chairs, 
desks, filing cabinets, Fire-Files, loose- 


leaf and payroll equipment —every- 
Largest Exclusive Makers of Office Furniture and Filing Equipment in the World 


GHAW-WALKER wercrreseeem mse 
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OU are looking here at no ordinary 

office scene. The difference is a new 
means of record keeping, now revolu- 
tionizing office methods—fire protec- 
tion for all records right where they are 
being used. 

This modern ‘“‘time-engineered”’ 
Shaw- Walker equipment not only gives 
right-on-the-job fire protection during 
working hours when most fires (55%) 
occur, it pays for itself by saving time’ 
and space. All of the savings from this 
efficiency go directly into profits. 


thing for the office except machines— 
each “‘time-engineered” for the needs 
of every job and worker. 

So if you are modernizing or setting 
up a new office, make sure you use 
Shaw-Walker throughout. It will help 
you stretch time—the most critical 
factor in business today. It may save 
your business! 


THE BOOKLET, ‘‘TIME AND OFFICE WORK’ is packed 
with ideas for stretching office time. A wealth of 
information on ‘“‘time-engineered”’ office systems 
and equipment. 36 pages! Many color illustra- 
tions! Write today, on business letterhead to: 
Shaw-Walker, Muskegon 58, Michigan. 


“Built Likea 


3 i Skyscraper” 
64 
Ga 
+e! 
wt | 
fi, 


eee” 












14 

























credit man can go to rather unusual 
lengths—even to the extent of accepting 
an order on which payment is certain 
to be long delayed. Here’s one rathei 
striking example. 


An example cited 


The credit man for a mid-continent 
manufacturer was faced with a substan- 
tial 
territory hitherto unopened. ‘The new 


order from a new account in a 
account—a dealer—was in bad financial 
shape. His balance sheet showed heavy 
inventories and still heavier payables, 
with cash virtually non-existent. Cred- 
itors were pressing and the situation 
clearly called for a creditors’ committee 
or a receivership to prevent dissipation 
ol substantial assets. 

Sales and Credit got together to dis- 
If the credit man 
accepted the order, he knew his turn 


cuss the situation. 
in the collection cycle would not be 
reached in any reasonable period and 
there was a strong possibility that a 
receivership would freeze it indefinite- 
ly. Yet it was the very probability of 
a receivership action which determined 
his approval! In fact, except for the 
likelihood of a receivership, he could 
not otherwise have accepted the order. 


Outlines reasons 


He reasoned this way: if the order 
were approved and a receiver did not 
intervene, he would have a continuing 
and mounting problem of what to do 


with future orders. It was possible, and 
| even probable, that he would become 


heavily involved, to the extent of as- 
suming the position of “angel” in pay- 
ing off other creditors with the pro- 
ceeds of his material. At the same time, 
it would be of little value to open a 
new territory with a one-time sale. 

On the other hand, a receivership, 
while freezing the initial credit, would 
afford ample protection for subsequent 
credit and establish a much-needed out- 
let for his company. 


The receiver took over within 30 
days. The management, continuing 


under the receivers’ control, was grate- 
ful for the credit extended in time of 
need and the products of Credit Man’s 
company were honestly promoted. Over 
the course of the following five years, 
purchases—all discounted—totaled over 
$2,000,000. The net profit was many 
times the frozen initial order. m/m 


MANAGEMENT METHODS 


The 


Incident 


Process 


The incident described above is not 
hypothetical, but one of a group of 16 
taken from real life. These form the 
basis for a new method of developing 
executive skills. This new technique, 
which has been given the name of “The 
Incident Process’, has been worked out 
by Prof. Paul Pigors, of the Massachu- 
setts Institute of Technology, and his 
wife, Faith. First introduced in 1950, in 
his courses in industrial relations, it has 
been used by a number of firms, includ- 
ing the Bell System, Pratt & Whitney, 
Aluminum Company of America, 
TransCanada Air Lines, plus various 
government agencies. 

Application of the technique has 
been made considerably simpler with 
the recent publication of a manual, 
handled by The Bureau of National 
Affairs, Inc., issued in response to the 
increasing demand of training directors 
for some assistance. In addition to the 
manual, BNA has been sponsoring short 
seminars, or training courses, under the 
direction of Dr. Pigors. Interest has 
been growing by leaps and bounds. 


How ‘‘the incident process’’ works 
It is basically a variation on the case 
history method, which was first intro- 
duced as a technique of management 
development by the Harvard School of 
Business fifty 
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ecee ONE DAY, Mr. Deane, Vice President and Treasurer, was walking 
through the machine shop of his company. As he passed one of the 
operators, he noticed that this worker was tying a knot in an 

oil rag. It flashed through his mind that, a few days 

earlier at lunch, the plant superintendent has mentioned his 
concern about horseplay in the shop. Operators had taken 

to pelting each other with knotted oil rags. 


After Mr. Deane had walked a few yards further, a knotted 
oil rag hit him hard in the back of the neck. 


Imagine that you are in Mr. Deane’s position. What might you do?* 


* © Bureau of National Affairs, Inc. 


A NEW TECHNIQUE IN MANAGEMENT DEVELOPMENT 


years ago. It carries the group discussion 
method step however. 
During his work at Harvard, Dr. Pigors 
noted that one fault of the case history 
method was its reliance on advance 
preparation. If an intelligent discussion 
was to be obtained, group members 
were required to read all the documents 
about a case and to think out a solution 


one forward, 


before the class session. This was all 
right in a college situation, where men 
were spending full time on their studies, 
but when the method was transferred 
to in-service situations, busy executives 
often couldn’t find time to do home- 
work. And, as the method was extended 
to supervisors and foremen who had less 
formal education, he learned that this 
approach was 
them. In addition, in real life, people 
aren't given a neatly collected portfolio 
which contains all the facts. The carry- 


too sophisticated for 


over from classroom to plant often be- 
came difficult. As one graduate of a 
case-history course admitted: “Every- 
thing was so simple in the seminar! 
There was a problem, an issue, and the 
facts. But in the plant, I can’t see a 
problem—all I can see is a mess! And I 
just don’t know how to get started.” 

A training situation is most effective 
when it mirrors most closely the actual 
real-life situation. The Incident Process 
comes close to the real thing. While a 


supervisor will learn most from actual 
performance on the job, the proper 
situations do not arise very often, and 
when they do, a mistake in handling 
may be disastrous. This classroom tech- 
nique of group discussion is as close to 
an actual situation as has yet been de- 
vised. To see how it operates, let’s sit 
in on a typical session. 


The group in action 

The particular group we have chosen 
to observe is made up of about 15 fore- 
men. They have come directly from the 
plant, and are still in their work clothes. 
This is an in-service program, and is 
held during the regular working day. 
Of the entire group, only two of the 
men have done any advance work. 
These two, volunteers from the group, 
will be Discussion Leader and Obser- 
ver-Reporter for this session. They, 
along with the company Training Di- 
rector, have gone over the case and the 
materials provided. 

Each member of the group has his 
own notebook, but there is no material 
yet—covering this The 
meeting is opened by the Leader, who 
announces that they will talk about the 
incident of the oil rag. He then hands 
to each member a single sheet of paper, 
punched to fit the notebook. On it is 
printed, exactly as at the head of this 


—as session. 


article, the incident. A few minutes, not 
more than five, are spent reading and 
thinking. Then the real part of the 
meeting gets underway. 

The questions start flying. Why ques- 
tions? Well, go back and read the 
incident once again. If you are a 
thoughtful person, you will realize that 
there are not enough facts to allow you 
to reach a decision. You need more in- 
formation, and in real life you would 
get it by asking questions. This is ex- 
actly what you do now, with the differ- 
ence that the Leader is the only man 
who has the facts. 

So the questions come from members 
of the group. Why was a Treasurer 
walking through the machine shop? 
Did he have any business there? Who 
was the foreman, and where was he at 
the time of the incident? Was the plant 
small enough so that Mr. Deane was 
known to, and knew, all employees? 
What was the company policy on dis- 
cipline? Who administered it? Was 
there a union steward on the scene? 
Who was the worker whom Deane saw 
knotting the rag? What kind of a record 
did he have? 

As the questions are asked, the 
Leader gives the answers. Most of the 
answers he gives verbally, taken from 
the description of the incident in the 
leader’s manual. Some are too compli- 
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cated to be remembered, so he hands 
out a written sheet, which fits into the 
individual notebooks. Where necessary, 
he replies that he doesn’t have the 
information. He does not make up an- 
swers to questions. 

Ihe number of sheets that are avail- 
able for handing out vary from case to 
case, with a couple having only one 
sheet, while one has as many as 12. The 
oil rag incident has just three, one giv- 
ing the organization chart of the com- 
pany, another a description of certain 
key duties, and the third showing the 
company attitude toward excessive in- 





make your own offset plates 


Automati 





ventories which frequently comes up as 
you get into the discussion of this case. 
Other incidents use handouts that 
quote the union contract, that show the 
plant layout, or reproduce statements 
and affidavits. 


Coming to a decision 

The questioning should take about 
twenty minutes of a two-hour session. 
One of the signs of development of a 
group is the fact that they take less time 
in this part of the meeting. They waste 
less time in unnecessary or repeated 
questions as their skill increases. 
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The new Robertson Dial + a+ Plate Printer, with its enclosed high speed light source 
matched to the pre-sensitized plate emulsion, gives you a perfect plate EVERY 
TIME, faster than any other unit. Just set the dial, and the exclusive ‘‘Electronic- 
Eye’ takes over, automatically controlling the amount of light reaching the plate 
and giving uniform exposures EVERY TIME, regardless of voltage fluctuations or 
other variables. All of this is possible WITHOUT THE DANGER of an open flame 
arc or other high voltage units. The Dial+a-Plate is available in both 10x16” 
and 20x24” sizes (usable area). 


® : ; K 
Uniformity — The exclusive “Electronic-Eye” controls the exposure, regard- 
less of voltage fluctuations or other variables 


Speed — The Dial+a-+Plate’s light is matched to the emulsion of the pre- 
sensitized plates for fastest exposure. A perfectly shaped reflector utilizes every 
ray of light and eliminates undercutting and halation 


Operation — Set the dial and the “Electronic-Eye” takes over, you cannot 
under-expose or over-expose. 


Economy Exceedingly long bulb life and low voltage requirements auto- 
matically result in lower operational costs 


All of this at a surprisingly low original price . 

Manufacturers of the famous “Seventeen” and “320° Cameras 
ROBERTSON PHOTO-MECHANIX, INC. 
7434 LAWRENCE AVE. «© CHICAGO 331, ILL. 
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THE INCIDENTS 


These are brief summaries of the 16 incidents included in the 
BNA manual. They are, as you will note by referring to the full text 
of the oil rag incident that is quoted in the article, written in a 
narrative form. This is a bare ‘‘summary of a summary.” 

THE COFFEE CASE —— Administration of Plant Rules 

An employee refuses to accept a warning notice issued for buying coftec 
after the morning starting whistle. 

THE OIL RAG INCIDENT —— Responsibilities of a Treasurer 

A company officer is the victim of horseplay when he gets hit by an oil rag 
as he walks through the machine shop. 

THE WRITTEN REPRIMAND — On Disciplinary Process 

‘Two workers, threatened with a transfer for poor work, refuse to a 
knowledge and sign for an ‘official reprimand.’ 

THE SALES BONUS CASE — A Conflict of Loyalties 

A mechanic tries to take advantage of a bonus policy by steering a truck 
sale to his company. The bonus is refused, the sale falls through, the 
mechanic is fired. 

THE PLANT GUARD’S GUN — Employee Behavior Off Duty 

A plant guard, involved in an off-duty argument, uses his pistol. 

THE BOISTEROUS BUS DRIVER — Invasion of Employee's Privacy 

An off-duty bus driver tries to cash a paycheck in the terminal, becomes 
unruly when refused, and is fired. 

THE GROUP GRIEVANCE — Foreman’s Responsibility in Grievances 
A group of 14 men present a common grievance, their foreman refuses to 
call the shop steward, refuses to talk to the entire group, and finally sus 
pends all 14 men. 

THE CRANE LIFT INCIDENT — Functions of a Shop Steward 

A worker is ordered to pick up a load which he feels is dangerous, appeals 
to his shop steward, who explains that he does not have to do the job if 
it is dangerous. The foreman gets angry, fires the steward. 

THE ‘PUBLIC’ APOLOGY — Conduct of a Local Union Committeeman 
A worker and local union official apologizes ‘as a condition of continued 
employment’ for personal remarks he had made during an earlier alter- 
cation, but in spite of the apology, the company refuses to pay him the 
wages he lost during suspension. 

THE SATURDAY OVERTIME INCIDENT — Overtime Work 

After Saturday work was scheduled, some workers were absent without 
explanation. They protest warning notices that go into their record. 
OVERTIME, HECK! —— Overtime Work Assignments 

After agreeing on Friday to work on Saturday, an employee fails to come 
in or to report his absence, is suspended for 10 days. 

THE PARKING INCIDENT — Enforcement of Plant Rules 

The company has requested that a stretch of sidewalk, public property, 
in front of the plant be kept free for visitors’ parking. The local union 
president feels this is not within company powers, parks his car there, 
and dares the company to fire him. They do. 

THE HARD-WORKING FOREMAN — The Functions of A Foreman 
An assistant foreman is seen working on ‘production jobs’ and the union 
files a grievance. 

INCIDENTAL WORK — A Disputed Work Assignment 

A mechanic, performing night shift repairs on a broken machine, uses 
the carpenter shop. The union objects, claims a carpenter should have 
been called in. 

THE MISSING TELEPHONE — ‘Availability’ for Work 

A vacancy on a line crew is not filled because the company feels that ‘no 
competent application’ has been filed. A crew member disputes this judg- 
ment of his competence. 

THE QUESTIONABLE HIRING DATE — The Probationary Employee 
A worker files a complaint because the company changes his official hiring 
date, cutting 3 months off his seniority. 
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issue. What are we really talking about? 
What are the points at stake? In the 


THIS SIMPLE DEMONSTRATION SHOWS YOU... 
Oil Rag incident, the leader’s manual 


ry Why Mosler Revo-File is leading 
“iter etep cece, neste | CRE revolution to rotary card filing 


tion, is provoked to take direct discipli- 
nary action, what might he do—1. on 
the spot, to meet immediate require- 
ments, and 2. later, to strengthen his 
organization as a whole? 


Now is the time to formulate the | 
| 





The group may not put it in quite 
these words, but with the guidance of 
the Leader, they will most likely reach 
the same general area. If not, it isn’t too 
important, as long as the issue is cleat 
and it is an actual issue. 

The Oil Rag incident is somewhat 
exceptional in that the issue remains | 
pretty much within Mr. Deane. There 
is in most of the incidents a conflict 
between management and employee—a 
conflict strong enough so that it ended 
before an arbitrator. 

Take the Incident of the Plant 
Guard’s Gun, for example. Here a 
guard was discharged on the basis of the 
way in which he handled his weapon 





in a parking lot incident not stric tly 1. No costly transposition needed or new cards when into a Revo-File .. . and go to work! Revo-File is the 
within his line of duty. The Union you change from slow-poke, time-wasting files to Revo- only single-drum rotary card file of its type that lets you 

: , ‘ “le. No key-hole punched cards needed by Revo-File. do this! It saves an average of $200 in change-over costs 
rt hallenged his disc harge and the case Just pick up your present cards by handfuls . . . drop "em right at the start ... often much more! 


went to arbitration. The arbitrator’s de- 





cision stated the issue as it was sub- 
mitted to him: 


1. Under the terms of the Company- 
Union Agreement effective November 
1, 1952, was the discharge of Floyd 
Cullings for just cause within the mean- 
ing of Article 1, Section 62 

2. If the answer to question one is ‘no’, 
what adjustment does the arbitrator 
order to be made? 





For big-volume card filing! The new 











In this case, the group member, asked 2. No chance of losing cards! Revo-File 3. No limits on work speed! Since cards Mosler Roto-File can accommodate 
to act as arbitrator, must realize that he | has an exclusive, patented method of are not attached, one or hundreds can be more than 80,000 cards. Has all the 
: . | holding cards to drum without relying on removed and re-filed instantly. Easy to exclusive features of Revo-File . . . on 
has no authority to challenge the valid- | holes punched in cards, or other methods _ place Revo-File in most restful working a bigger scale. Electrically controlled 
ity of the contract clause, even though | of attachment which often cause wear, position for any clerk. Cards come to her, drums _ rotate independently—several 
: ‘ ; : . : : | mutilation, and eventual ‘fall out” of not vice versa. All standard and most off- clerks can work at same time. 
he may think it unwise or even silly. In | cards from drum into base of file. (No size cards accommodated. Manual and 
stating the immediate issue, he must be | ‘™apdoor needed in Revo-File.) automatic electric selector models, 


guided by this framework. Later the | 


; _ : 4 
discussion might very well get around yoo tase SARS or minte ailvs henry ee ee 
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to the wisdom of the clause, or whether 
it is working out in the way the con- | Revo-File, Roto-File Div., The Mosier Safe Company, Dept. MM2, 320 Fifth Ave., N.Y. iar. 
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ing, with the reasons included. On the 


basis of these statements, the group is 
divided into subgroups, each of which 
holds a separate position. In the Oil 
three main 


positions. Mr. Deane might take im- 


Rag Incident, there are 
mediate action and discipline the man 
he suspects; he might report the man to 
his supervisor and insist that some ac 
taken; he 


whole matter. 


tion be might ignore the 

The men of like minds get together, 
in different corners of the room, to ex 
change their reasons and select a spokes 
man to present their viewpoint to the 
others. When the group reassembles, a 
this 
point, people can change their minds il 


miniature debate takes place. At 


they want to, but such a shift is rare. 


In many cases, there can be only two 
positions. Either Floyd Cullings, in the 
Plant Gun 


properly discharged or he was not. If 


Guard's incident, was 
his discharge was improper, then othe 
action would have been open to man- 
agement, and much fruitful disscussion 
can take place on alternative proposals. 

Most of the the 


series have an issue that can be stated 


cases included in 
in a direct question to which only two 
answers are possible. All of them are 
actual incidents, with most having been 
BNA’s 
ports. Thus the names of the partici- 


selected from arbitration re- 
pants, the companies, the unions are 
all authentic. And there is an authen 
tic decision of an arbitrator, which is 
passed out at the end of the session to 
round up the notebook. 

The oil rag incident, by the way, was 
one of the few that did not reach arbi- 
tration, but a full report of what 
happened is given, broken down into 
the two phases of the issue as stated. 


1. Meeting the immediate requirements 
of the situation The Treasurer realized 
that as a staff man he could not prop- 
erly initiate direct disciplinary action in 
any department except his own. He 
picked up the rag and, after depositing 
it in the nearest trash can, went on his 
way to the stockroom. 
2. Later, he decided to let the matter 
ride for a bit. A few days afterwards, 
he made a point of taking another walk 
through the Machine Department. As he 
passed Melvin Johnson, the latter spoke: 
“Oh, Mr. Deane, you remember the 
other day, you got hit by an oil rag?” 
Deane: “Yes?” 


Well, ... er. it was 
me that threw it. | was aiming at Blake 
(an operator across the aisle). But | 
hit you instead. I'm awfully sorry. 

Deane (smiling): ‘| had an idea you 
might possibly have had something to 
do with it. And I'm glad you realize that 
this sort of thing won't do. It might have 
been a good deal more serious. And of 
course we cant risk having such a thing 
happen to a customer.” 


Johnson: 


This concludes the discussion of the 
incident itself, and the two-hour period 
Sut it 
doesn’t conclude the discussion. Usually 


should be just about half over. 


the larger issues have been hinted at in 
the earlier part, but the leader had kept 
the group on the subject. Now he is 
ready to get into the larger implications 
of the issue. If necessary, he can ask a 
couple of leading questions to get things 
rolling in the right direction. In the Oil 
Rag case, what’s wrong with horseplay 
if it doesn’t do any real damage to 
production? Doesn't it help build 
morale, friendliness? Yes, but what hap- 
pens when horseplay and safety rules 
conflict? Which comes out ahead? The 
incidents themselves have been selected 
to lead naturally into the major areas 
of management problems. 


Questions often asked 

During the past year, BNA has spon- 
sored a number of short seminars on 
the method, at which training directors 
have had an opportunity to observe the 
method in action, to talk to Dr. Pigors, 
and to ask questions. Here is a synthesis 
of the more common questions asked 
at these seminars: 


Q. The incidents all seem to be taken 
from shop experience. Doesn’t this 
limit the method to factory groups? 


A. Not at all. The technique has been 
used successfully from top management 
The 
dents have been chosen for their basic 
human values, and while it may take a 
non-factory group a little longer to get 
to the point, none of them are really 
too technical. 


down to first-line foremen. inci- 


Q. Isn’t it a problem getting volunteers 
to be leaders? 


A. Not as great a one as people would 
think. When the Manual was being 
tested before publication, a group of 
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first-line foremen was selected. But the 
company ofhcials felt that if these men 
were urged to lead the group, the dis- 
cussions would be a failure, and the 
whole company program would suffer. 
But the member’s manual, distributed 
at the end of the first session, carries a 
mention of volunteer leaders, and this 
was enough to produce, without urging, 
enough volunteers for the entire series. 


Q. Can volunteer, untrained leaders do 
as good a job as somebody trained in 
group leadership? 


A. Often a better job. Bernard Rice, 
Director of Training at the Metal 
Products Division of the Koppers Com- 
pany, has used the method regularly and 
gets evaluation sheets at the end of each 
series. Of a recent group of 13 foremen, 
10 preferred to have members of the 
group as leaders. As one of the unsigned 
critiques pointed out, “I feel that a 
group member by acting as a team 
leader gets experience that tends to 
make him confident before any group.” 
Other men felt that the group bene- 
fitted through a more open relationship 
and a shorter warm-up period. 


Q. Is a leader given any advance train- 
ing or preparation? 


A. He gets a leader’s manual, a general 
discussion of the role of the leader in 
this type of group, plus a detailed dis- 
cussion guide of the incident which he 
will handle. In addition, he will talk 
over his approach and plan the discus- 
sion with the Director of Training and 
his fellow group member who has 
volunteered to be that week’s Observer- 
Reporter. 


Q. What is an Observer-Reporter? 


A. He helps the leader plan the meet- 
ing, but during the meeting itself he 
takes no verbal part in the discussion. 
He observes how the group operates as 
a group, what questions are asked by 
whom, who summarizes, who leads, 
where the group got side-tracked, and 
so on. Later he reports to the group on 
its group behavior. It is a job that is 
somewhat difficult to describe, but it is 
important in group development. 


Q. Are you limited to the incidents in 
the manual? 
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Find How Copyflex Can Simplify and Speed 
the Following Paperwork: 


Purchase Requisitions 
Receiving Reports 
Bills of Material 
Consolidated Reports 
Production Orders 
Shipping Notices 


Accounting Reports 
Payroll Records 
Invoices 

Tax Returns 

Sales Analyses 
Inventory Records 


Copies anything typed, written, 
printed, or drawn on ordinary translucent 
paper—in seconds. 


Specialists in Copying since 1897 

















CHARLES BRUNING COMPANY, INCORPORATED 
4700 MONTROSE AVENUE, CHICAGO 41, ILLINOIS 


In Canada: Charles Bruning Co. (Canada) Ltd., 105 Church St., Toronto 1, Ont. 





to do what BRUNING 


COPYFLEX 
does better for pennies! 





Modern Copyflex One-Writing Systems 
Save Thousands of Dollars Annually 
in Clerical Work! 


Look in almost any department of your company, and you'll 
find clerical employees who are forced by paperwork to 
become “copy cats”—and your company is wasting hun- 
dreds to thousands of dollars each month because of it. 
Again and again, they copy original information from one 
form to another by hand. Their manual copying is slow, 
prone to errors, and costly. 


Modern Copyflex does the work of “copy cats”— faster, 
without errors, and at far less cost. Basic information is 
written only once—copies or other forms utilizing basic 
information are mechanically reproduced from the original. 
Letter-size copies are produced at less than a penny each 
for materials. Copyflex one-writing systems speed and 
simplify purchasing, production, shipping, invoicing, 
accounting, and a host of other operations. They free per- 
sonnel for other important work, give you tighter control 
of operations, save thousands of dollars. 

Copyflex machines are quiet, clean, odorless. They re- 
quire only an electrical connection, can be operated by 
anyone. Mail coupon today. 





Desk top Model 100 Copyflex copies originals 11 inches 
wide by any length. Makes up to 300 copies of different 
letter-size originals per hour. Only $498.50. Other models 
available to copy originals up to 46 inches wide. 








Charles Bruning Company, Inc., Dept. 22F 
4700 Montrose Ave., Chicago 41, Illinois 


Please send me information on the Copyflex process and 
Model 100 machine. 
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Company 
Address 
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___County _ State_ 
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How to find the hidden “plus” in 
your business machines 


Take the matter of inked ribbons, carbon papers, ““plus”’ in their business machines. 


and duplicating supplies. If these do not live up to 
the mechanical demands of your business machines, 


how can they deliver their best? 


They use Roytype business supplies, made by 
Roytype, a department of Royal Typewriter Com- 
pany. Listed below are some inked ribbons and 











A legion of shrewd businessmen know the an- carbon papers. They can save you money ... pro- 
swer to this question. They have found the hidden duce better work . . . help you get it out faster. 
INKED RIBBONS CARBON PAPERS 

typewriter tabulating typewriter colored carbons 
adding machine checkwriting pencil carbon rolls 
‘“‘Addressograph”’ eradicator special carbons for carbon ribbons 
hectograph photostat reproducing machines register rolls 
‘‘Duplimat’”’ blueprint spirit duplicating carbon binders 

transfer posting gelatin hectograph billing carbons 

unit masters bookkeeping machine rolls 
Mimeograph supplies . . . type cleaner. . . spirit fluid .. . dust covers... 
hand cleaner . . . Pedestaleg®. . . typewriter pads . . . brushes 
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Call your ROYTYPE Representative... 


,00k under ‘Typewriter Supplies’ 


, 


in the classified telephone directory 


Roytype,® a department of Royal Typewriter Company, division of Royal McBee Corporation 
(Circle 139 for more information) 


A. No, but it is not a simple matter to 
add new incidents. However, if you can 
include incidents from your Own com- 
pany, it is very valuable. Writing up an 
incident is itself an education tor the 
man who does it, and such an incident 
can bring the group more easily into 
areas where discussion is needed. Also, 
the Director’s Manual has a_ section 
on how to select and prepare an inci- 
dent. Mr. Bryan, of Goodyear, has used 
cases from his company’s files, but he 
warns that “one of the biggest pitfalls 
that a new user must avoid is the temp- 
tation of making up answers to the 
questions concerning the case rather 
than doing a thorough job of fact find- 
ing. It is just as important to get all the 
facts on the case under this method as 
it is in using the standard Harvard 
technique.” 


Q. How long should a series run? 


A. A perhaps too-glib answer would be 
“Just as long as the participants are 
getting something out of it.” However, 
once a week for twelve weeks seems to 
work out pretty well. Use session +6 
and +12 for a bull-session on how the 
group is working out, which leaves room 
for 10 incidents. You can use any of the 
16 furnished in any order that seems to 
fit your situation, or you can work in 
as many of your own incidents as you 
would like. 


Q. Once all your men have discussed 
all the incidents, are you through with 
the method? 


A. Of course, new men are always 
moving into positions that need train. 
ing, but if the question refers to the 
possibility of a man going through the 
course twice, it has been done success- 
fully. It is better if the groups are 
shuffled on the second go-through, so 
that new viewpoints are available. On 
repeat sessions, the fact-finding and 
decision-making parts of the meeting 
take much less time, and the group can 
spend more time on the broad discus- 
sion of principles. 

New incidents are being collected and 
prepared, so that it will eventually 
be possible to go for a substantial per- 
iod without repetition. m/m 
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working 


CAPITAL 


through reduced 


inventories 





by H. L. Minckler 
General Mfg. Supt., Plastics Division 
Monsanto Chemical Co., Springfield, Mass. 


SES RES Although 


ventories are not 


reduced in- 
always synonymous 
with reduced costs, controlled inventor- 
ies can definitely mean lower costs. 

By increasing the efficiency of its pro- 
curement and handling systems, our 
Springfield plant has been able to lower 
inventory levels and make major cost 
savings. Inventory control is a complex 
problem because of the wide differences 
in materials handled and because of con- 
stantly changing demands and_ rapidly 


changing products. Over 75% 


of our 
current production is in products intro- 
duced in the last five years. 

The establishment of a transportation 
and materials department, and_ better 
methods led to reductions in raw ma- 
terial inventory, which released an esti- 
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‘20 minutes of Verifax Copying 
saves a whole day of typing’ 


Mr. Reece Geissinger, President, 
Reece Geissinger Associates, 


Back and forth across Mr. Geissinger’s 
desk flows a tide of correspondence from 
the metal parts manufacturers he represents, and 
from his customers and salesmen in eight states. 


Inquiries, specification sheets, blueprints, estimates, 
quotations —all must be copied for the office record and 


dispatched immediately. 


Retyping was a costly bottleneck. But, now, with a Verifax Copier, 


Mr. Geissinger easily keeps ahead of the paper work. 


A $240 Kodak Verifax Copier speeds communica- 
tions to a remarkable degree. In addition, it paid 
for itself the very first month on savings in re- 
typing, alone. 

In just 1 minute 5 copies can be made of any 
record for only 2% cents each. In 20 minutes —or 
less—the daily output of a skilled typist is matched. 
Furthermore, anyone in the office can whisk out 
Verifax copies. And no change in room lighting is 
required. 


No proofreading . . . No mistakes. Even more 
important than the dollar savings is the fact 
that Verifax copies are photo-exact . .. authentic 
from letterhead to signature. 

In Mr. Geissinger’s business, a wrong dimen- 
sion in a drawing or a misplaced decimal point 
would be a costly mistake. But Verifax copying 
eliminates the need for proofreading—allows 
him to dispatch work immediately without a 
chance of error. 


101 uses. Job after job is simplified for this con- 
cern. Retyping is eliminated in preparing quotation 
forms; in duplicating technical articles for salesmen; 
in making extra “carbons.” 

New free booklet shows how Verifax copying is 
cutting costs today in thousands of offices . . . con- 
tains many valuable tips for boss, secretary, and 
office staff. Price subject to change without notice 
Only $240... makes 5 photo-exact copies 
in one minute for 242 ¢ each 
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mated $600,000 for other uses The 
superintendent of this new department is 
on a level with superintendents of the 
major manufacturing areas, reporting to 


the plant manager. 


Annual forecast of needs 


An annual forecast is supplied by the 
sales and business research departments 
and is broken down into individual ma- 
terial and container needs. The pur- 
chasing department contracts for the 
needed materials for the coming year, in- 
dicating the rate of delivery needed to 
keep supplies within levels set by the 
inventory committee. To keep abreast 
of variations from the annual forecast, 
each product sales manager submits 
monthly a two-month forecast for his 
products. The production — planning 
groups convert this to raw material needed 
to produce the forecasted quantities. 

The materials coordination section of 
the transportation and materials depart- 
ment consolidates plant-wide needs and 
issues requisitions to the purchasing de- 
partment with a schedule of requested 
deliveries. Average inventory is 30 days’ 
supply, of which twenty percent is ma- 
terial in transit. 

Deliveries from warehouse to manu- 
facturing are made by transportation and 
materials department trucks and dollies, 
coordinated by a central dispatcher with 
two-way radio. All requests for service 
are funneled through this dispatcher by 
phone, avoiding the need for requisition- 
writing by numerous individuals. 

Material coordination keeps charts 
plotting forecasted and actual usages of 
raw materials as a check on the accuracy 
of forecasts. The same group also scru- 
tinizes data on material receipts and 
usages projected in terms of days’ supply 
against sales-forecasted monthly usage. 

Inventory control charts, plotted by the 
planning manager, show whether finished 
goods inventories are in line with the 
policy established by the inventory com- 
mittee. Deviations from the authorized 
rate of build-up are carefully watched. 

As a result of better utilization of men 
and machines through the two-way radio 
system, productivity in handling of ma- 
terials has improved steadily, and the 
trend of warehousing costs has been con- 
sistently downward. 

Other benefits of this system are re- 
ductions of obsolete and slow-moving 
items; improved customer service; in- 
creased awareness of inventory costs at 
all supervisory levels; improved forecast- 
ing as a result of follow-up; reduction of 
demurrage; and improved vendor rela- 
tions due to long-range planning. m/m 
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If you hold stock in a close corporation, here’s how your company can carry the cost 


Financing a stock purchase 


agreement 


EDITOR'S NOTE: In the June, 1955 issue of 
MANAGEMENT METHODS, Mr. Brower 
discussed the compelling reasons for estab- 
lishing a “market” for the shares in a close 
corporation or partnership when a stock- 
holder or partner dies. They included: as- 
sured control of the firm by the survivors, 
a predictable stock valuation for the estate, 
and an improved tax situation for both es- 
state and survivor. In the article below, he 
discusses one good plan for financing this 
arrangement. 


CE Picture this situation. 
The three principal stockholders in a 
close corporation have been alerted to 
their needs for a stock purchase agree- 
ment in case of the death of one of the 
parties. Since none of them are rich 
men, they recognize the soundness of 
funding the agreement with life insur- 
ance. The funds from the life insurance 
will permit them to pay off the estate of 
the deceased in a lump sum—something 
none of them could do easily out of 
their own pocketbooks. 

But even this doesn’t solve their prob- 
lem. There is still the cost of cross-insur- 
ance to pay. Cross insurance is the usual 
plan which calls for each stockholder to 
buy out the other and to own, pay for, 
and be the beneficiary of the insurance 
on the other's life. It’s expensive. 

Ideally, they would like to have their 
Corporation pay these life insurance 
premiums. In effect, they want to have 
their cake and eat it. 


The corporation purchase plan 


Thanks to a variation in the usual 
criss-cross plan, its possible for the 
stockholders to accomplish their pur- 
poses without paying the premiums per- 
sonally from their funds. 

Let’s review the situation. The three 
principal stockholders are agreed that, 
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by Paul Brower 
Director, Advanced Underwriting 
Mutual of New York 


if one of them should die, his family is 
to be paid off for the value of his in- 
terest. In this case, however, the corpo- 
ration is paying the insurance premium 
and therefore is the beneficiary if one 
of the parties dies. So, the corporation 
is obligated to buy the deceased’s stock, 
and the deceased’s executor is obligated 
to sell, according to the price set by the 
agreement. The stock then goes into the 
corporation’s treasury. 

The corporation, after receiving the 
stock, can retire it, hold it as treasury 
stock, or sell it to the surviving stock- 
holders. Usually, the Stock Retirement 
Agreement doesn’t cover this action 
since it’s unnecessary. The important 
objective has been accomplished any- 
way—the survivors own the outstanding 
stock. They have undisturbed control 
of the business and the deceased’s fam- 
ily is compensated, through life insur- 
ance, for the deceased’s business in- 
terest in the firm. 


It’s more than just money 


The money angle to stock retirement 
—the use of the corporate dollar and the 
two-pocketbook feeling—is its big attrac- 
tion. After all, there are just two ways 
in which the employee-stockholders get 
their money out of the corporation— 
Salaries and Dividends. Though the 
corporation gets a deduction for salaries 
only, the stockholders must regard both 
as taxable income. If either of these 
items is increased in amount, a greater 
tax liability will follow. Since the stock 
retirement plan calls for the corpora- 
tion to pay the premiums, individual 
taxes will be held down because neither 
salaries nor dividends will necessarily 
have to be increased. 


This dollar advantage is important 
(sometimes, all important), but there 
are other good things that can be said 
about stock retirement over a criss-cross 
stock purchase plan. 

1. Age Differences: Premiums, in 
large measure, depend upon the in- 
sured’s age. Often, when a criss-cross 
purchase is being considered, a _ rel- 
atively young stockholder will balk on 
the idea of paying larger premiums on 
the insurance he must buy on his older 
stockholders (especially since he will, in 
many cases, be a junior stockholder, 
drawing down less money.) The Stock 
Retirement Plan can overcome this ob- 
jection because, under it, all premiums, 
in a sense, are pooled and each stock- 
holder, in effect, pays a proportion of 
the total, based on the size of his inter- 
est in the business. 

2. Mechanics: Take a criss-cross plan. 
If there are four stockholders, twelve 
policy contracts are needed. Under a 
stock retirement plan, only four are 
needed. Increase the number of stock- 
holders, and the administrative job for 
the business, becomes increasingly bur- 
densome. In one recent case, there were 
21 stockholders. If each were to own a 
policy on each of his co-owners, as 
called for by criss-cross, 420 policies 
would have been necessary. 

3. Underwriting These 
must be considered. ‘Take a corporation 
with four stockholders—A, B, C, D, with 
interests of $10,000 each. Under criss- 
cross, A, C, & D would need $10,000 to 
buy out B (when B dies, each would 
need roughly $3,300 to put toward the 
purchase price.) Financing the plan 
through life insurance, all types of pol- 
icies would not be available because of 
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limitations as to amounts which are 


written on certain policy issues. 

Under Stock Retirement, the Corpo 
ration would be in a position to apply 
for $10,000 on each of the lives—A, B, 
C. D.—without regard to limitations. 


Questions asked about the plan: 


Here are the four questions most 
often asked about the Retirement Plan: 
have the 
ability (authority) to buy back the stock 
of a deceased stockholder? In practically 


1. Does the corporation 


all states, it is permissible so long as the 
corporation is in a surplus position. 

2. What about creditors? The corpo 
ration owns the insurance and will re- 
ceive the proceeds. ‘The proceeds, once 
in the corporate till, will clearly be sub- 
ject to creditor claims. But insolvency 
in business is the exception rather than 
the rule—and the objection of creditor 
claims is more a thought than a reality. 
3. What about corporate accumula- 
tions of surplus? This should not cause 


too much concern. Problems stemming 
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What happens to spendable income 





If there is no agreement 
Corporation Tax (30% on first $25,000 . $ 6,000 


Available for Dividends ............. 14,000 
Total taxable income to each (salary 
ee I ee fo kaw oe oie 17,000 
Personal Tax (after dividends exclusion 
I i So ate 3,965 


Spendable income to each $13,035 


If there is a criss-cross plan 


.. $13,039 
1,356 


A & B each have spendable dollars . . 


Prem. 3 yr. Exec. (initial) 


Spendable income to each $11,679 





If there is a stock retirement plan 


Corporation pays premiums .......... S 24le 
Available for dividends (from $14,000) . 11,288 
Total taxable income to each ......... 15,644 
Personal tax (after dividend exclusion 
eg go aks os honed 3,574 


Spendable income to each $12,070 
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Comparison: 


Stock Retirement 
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$12,070 
11,679 
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Dollar advantage to each under 
ES re 
or 

Over 25% of the premium amount 


391 
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from so-called unreasonable accumula- 
tions are quite rare. And the comfort- 
ing language of the Court in the well- 
known Emeloid case, bolstered by the 
provisions of the new tax law on the 
subject of accumulations, should dispel 
this fear. 

$. Policy proceeds and stock values: 
Ihe proceeds might tend to increase the 
value of the deceased’s stock interest; 
but the parties can handle this to their 
satisfaction in the stock retirement 
agreement. This is like worrying about 
too much money; it should be kept in 
its rightful place. 


The tax factor in stock retirement 


Stock retirement has that pot-of-gold 
look because it can save money for 
stockholders. Here are some revealing 
and motivating figures on how Taxes 
and Spendable Dollars play a big part 
in the decision: 

Take this case: A & B, both aged 40, are 
equal stockholders, each with an inter- 
est worth $50,000. They each have $10,- 
000 of taxable income (from salaries,) 
and the corporation has $20,000 of 
profits (see chart at left). 

A & B here were in a top personal in- 
come bracket of 34%; the corporation 
was at the 30% level. Just one glance 
makes it clear that it would be to their 
economic benefit to have the corpora- 
tion buy the business insurance they 
need under the Stock Retirement Plan 
(see below.) Obviously, there will be a 
greater proportionate saving where the 
corresponding figures run larger. 


How to estimate which to use 

Here are several quick-running rules- 
of-thumb to apply to the dollar-and- 
cents picture: 

1. If salaries of the stockholders can 
be increased, and if the personal income 
tax bracket of the stockholders is lower 
than the tax bracket reached by the cor- 
poration, use the Criss-Cross Plan. 

2. If salaries can be increased but if 
the personal income tax bracket of the 
stockholders is already higher or would 
be higher than the tax bracket reached 
by the corporation because of the in- 
crease, use the Stock Retirement Plan. 

3. If salaries can’t be increased, and if 
stockholders can’t afford to (or, if they 
don’t want to) pay for the premiums 
personally out of their present spend- 
able income, use Stock Retirement. m/m 
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WHAT COMPANY PRESIDENTS LOOK FOR IN EXECUTIVES 
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Recruiting executives 


from outside your firm 





Qualified executives 
are the key to the continued success and 
expansion of any company. But able 
executives don’t usually just “happen 
along” when they're needed. A definite 
plan of selection must be formulated 
to insure a company an ample number 
of capable administrators. 

A selection plan necessarily involves 
choosing executives from within the 
company, and outside of it. Most top 
executives are groomed for the posi- 
tions by management development pro- 
grams. A recent survey by the National 
Industrial Board showed 
that executive vacancies are filled by 
outside personnel in only about 20% 
of the cases (Figure 1). The practice of 
outside recruiting is often necessary, 
however, and methods quite diverse. 


Conference 
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Pirating from competitors 

The most usual way is by “pirating” 
from your competitors. Piracy may take 
several forms. Case history illustrates 
what may be termed “direct pirating.” 
The president of a Midwest appliance 
manufacturing and distributing organ- 
ization was suddenly recalled from his 
vacation by the unexpected death of 
his sales manager. The sales manager 
had been a vice president of the com- 
pany, and had built up a good sales 
force and sales program that had 
helped make the company a contender 
in its field. A new scales campaign, 
which had been planned for one of the 
company’s seasonal appliances, and the 
program had not been mapped. 

The president decided to take some 
very direct and forthright action. His 


company’s main competitor in the field 
was a comparatively new company with 


a rather dynamic sales manager. He 
had heard nothing but praiseworthy 
reports about the man’s ability, and his 
own company’s records often 
showed the inroads that his competi- 


sales 


tor’s sales program had made. A phone 
call and an invitation for lunch be- 
tween the president and the sales man- 
ager followed. An attractive boost in 
salary, plus a participation plan, soon 
put the president back on his plane to 
finish his vacation. 


Indirect pirating 


Indirect pirating is a method which 
may or may not involve your competi- 
tors. The case history of how one pub- 
lishing company hired its advertising 
manager will best illustrate this pro- 
cedure. The publisher of a new maga- 
zine had made many contacts in the 
advertising field. He went to the six 
top “space” buyers of his acquaintance 
and told them of the search for a top- 
notch man. He asked each of them if 
they would prepare a list of the half- 
dozen best space salesmen that they 
had calling on them. In this way the 
publisher hoped to have a nucleus of 
a group from which to make his choice. 
As it turned out, on five of the six lists 
the name of one man appeared. This 
man was an advertising manager for 
a publication in a completely different 
field. A meeting was arranged. After a 
lengthy but informal interview, the 
man was persuaded to take a position 
with the new magazine. 


Wholesale pirating 


A third phase of piracy might be 
termed ‘‘wholesale’, inasmuch as a 
large number of likely candidates are 
given blanket coverage. Take the case 
of the up-state New York cable and 
wire products manufacturer. This ex- 
panding company had grown to a point 
where the president could no longer 
function as its financial officer. A com- 
petent controller was needed to relieve 
the president of his growing and un- 
necessary burden. Business directories of 
other companies in the same field were 
consulted, and a comprehensive mail- 
ing list of potential officer candidates 
was developed. A detailed letter was 
mailed out to over one hundred pros- 
pective controllers that were now hold- 
ing similar or potentially similar posi- 
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FIGURE 1 


tions in other companies in the field. 
Because of the rigid specifications out- 
lined in the letter, along with any 
number of otherwise unknown personal 
problems, there was less than a 20% 
return to the queries. A thorough re- 
view of the qualifications of these men 
was made, and by a process of elim- 
ination, a small number were selected 
for final screening. Interviews and ap- 
praisals finally narrowed the choice 
down to the most likely candidate. 


Advertising for executives 

The next general method of solicit- 
ing prospects, and probably the most 
widely used, is advertising. This may 
take many forms, and may appear in 
many diverse publications. Display ad- 
vertising does not necessarily out-pull 
classified advertising, but rather each 
position has its own peculiarities ol 
appeal. The trend nowadays is defi- 
nitely toward the large display adver- 
tisement, usually prominent on_ the 
business page but not in the local news- 
paper. Usually a national or big city 
newspaper is used. Advertising in spe- 
cialized trade publications and in pro- 
fessional journals has also shown a 
marked increase. 

Even regular consume 
is now used as a method of executive 


advertising 


recruitment. Last month, in the New 
York Times, a large department store 
placed a notice for a position open as 
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manager of a suburban branch. This 
notice was part of an over-all consumer 
ad. The advertising trend is definitely 
showing a diversified approach of try- 
ing to reach a potential executive em- 
ployee wherever he reads. 


How personal contacts work 


Personal contact with business associ- 
ates are often another source of capable 
executives for potential recruitment. 
[Through general business discussions 
and so-called word of mouth, one often 
hears of able men who are dissatisfied 
with their position for one reason or 
another, or who may be held down in 
their present positions by internal situa- 
tions or politics. The Personnel V.P. 
of a huge western aircraft company 
found his present Director of Research 
and New Product Development in this 
inanner. On his weekend golf date at 
the local country club course, his com- 
panion told him of an excellent man 
in an independent research and testing 
lab. This man was literally being stifled 
because of the laboratory’s inadequate 
finances. Thorough investigation of the 
man’s background, with a review of his 
training and accomplishments, led to 
his hiring as the aircraft company’s new 
Director of Research. 


Personnel Department files 

Che final, and possibly most reward- 
ing, source of applicants might be your 
own Personnel Department files. A 
great many qualified men seeking a 
change or advancement, often send in 
applications and resumes to a number 
of companies. This is general practice 
even though there has been no an- 
nouncement of any specific position 
open. These applications and resumes 
are often filed just for the purpose of 
review when positions become avail- 
able. The personnel director may have 
already interviewed some of these ap- 
plicants, and earmarked them as highly 
desirable employees. 

As a matter of fact, reemployment 
of former employees is also a possible 
solution to the executive search. In any 
large company, there is always a num- 
ber of extremely competent employees 
who leave for better positions simply 
because they are moving too slowly in 
your company. It may be to your in- 
terest to investigate their present po- 
sitions, which certainly should have 
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added to their desirability and cap- 
ability, with the view to interviewing 
and considering them for rehiring. 


Professional executive recruiters 


If we consider the foregoing illustra- 
tions as methods, then the next step 
is to examine what might be called the 
mediums or means of executing or 
carrying out these methods. If we as- 
sume that the president or some other 
top officer is not in a position to pursue 
the recruitment search personally, then 
there are generally three alternatives 
he can turn to. Probably one of the best 
is a relatively new type of service or- 
ganization—the that spe- 
cializes in the recruiting of executives 


consultant 


for specific jobs. Ashton Dunn Associ- 
ates of New York, an executive recruit- 
ing organization, explains their role 
below in efficiently locating, screening, 
and selecting executive talent. 

The executive 
management only, and is not an em- 
ployment agency. The fee for the 
search is paid by management and no 


recruiter works for 


fee is ever accepted from applicants. 
The recruiter works with the company 
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Originators ef “Outlook” Envelopes 
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1001 W. Weshingten Bivd., Chicago 7, Illinois 
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1. QUALIFICATIONS: 
his qualifications — 

education, personal background— 
against a carefully prepared posi- 
tion description. A professionally 


Compare 
experience, 


prepared Biographical Question- 
naire Form will help you decide 
whether his specifications match 
your needs. 

2. INTERVIEW: It is generally 
conceded that nothing takes the 
place of the personal interview. 
These can take several forms. 
Interview panels, made up of the 
people he will work for or with, 
are limited because a good candi- 
date might make a poor showing 


in obtaining job qualifications, experi- 
ence, salary, and all other aspects of the 
position. Likewise, he also finds out 
about the company, the potentialities 
of the position and, if relocation is in- 
volved, conditions in the community. 

The sources of an executive recruiter 
are not really greater or better than 
those described above. However, since 
his full time job is recruiting, he can 
often use approaches not 
taken. He can make visits to a man’s 
home during hours when he is at 
and talk. Often this 
qualified job seeker is able to suggest 
additional executives who might be 
“available” 
make their desires generally known. 


normally 


leisure free to 


but who are reluctant to 
In many cases, the executive recruiter 
is desirable because he is a thorough 
specialist working for your best ends. 


Two successful recruitments 


The following case histories show 
Dunn 
fully found two specialized executives. 


how Ashton Associates success- 


The first man was discovered in a field 


entirely outside of the client’s ‘line’; 











under this kind of ‘“‘firing’’, while 
a slick, superficial individual 
might make an excellent impres- 
sion. The indirect interview, a per- 
sonality appraisal method, creates 
a situation in which the candidate 
reveals his past life as perceived 
by himself. This data is then col- 
lated with his written background 
and judged against the job speci- 
cations. 


3. APTITUDE AND _ INTELLI 
GENCE TESTS: It has been found 
that factors other than ability in- 
fluence executive performance. 
Once a minimum level of general 
ability is reached, there may be 





HOW TO CHOOSE THE RIGHT MAN 


little relation between 


perform- 
ance and ability. Aside from tests 
standardized to the specific skills 
required (finance, sales, engineer- 


ing, etc.), general tests include 
verbal ability, quantitative ability, 
word fluency, social insight, and 
data interpretation. These test re- 
sults permit direct objective com- 
parison between candidates. 


1. PERSONALITY AND  PSY- 
CHOLOGICAL TESTS: These 
tests measure personality charac- 
teristics, emotional stability, etc. 
The Personality Inventory is prob- 
ably the most widely used; these 
usually contain simple questions 
requiring a yes, no, or sometimes 
response. Other forms include the 
Pattern-keyed Inventory and the 
Forced-choice Inventory. Projec- 
tive tests are also coming into 
wider use. These might take the 
form of looking at pictures and 
making up stories about them, or 
the more difficult Rorschach ink 
blot series. Psychological tests are 
a major factor in determining the 
ultimate value of a candidate. 








the second was located through broad 
“in-field” coverage. 

An executive vice-president was re- 
quired recently by a large East Coast 
Specialty Store. The president of the 
had spent almost three 
months searching for the man. He ad- 


( ompany 


vertised consistently and spread the 
word among friends, associates, and em- 
ployment agencies. Almost 80 candi- 
dates were turned up, but after endless 
hours of screening and interviews—by 
the president—he was ready to give it 
up as a bad job. 

After Ashton Dunn Associates had 
been called in on the search, it still 
required another few months to turn 
up the exact man he was looking for. 
And he didn’t come from the Specialty 
Store field as you might expect. He was 
an up-and-coming executive in the mail 
order business whom they had learned 
of in the course of a search for another 
and different client. 

Not every search is clear cut. It de- 
pends on the individual circumstances 
and needs of the company. Just a year 
ago, the 


executives of a suburban 





New York electro-mechanical equip- 
ment manufacturer for aircraft con- 
cluded three months’ of tedious con- 
tacts with technical schools’ and 
employment agencies in an effort to 
find a suitable chief for its new products 
division. Fifteen candidates were lo- 
cated, but none were satisfactory. 

The unusual nature of the specifi- 
cations, which required engineering 
and administrative skills, combined 
with the unusual nature of the com- 
pany’s business, made it a challenging 
search. Here were the specifications: 


U. S. citizen able to obtain secret 
clearance; BS degree in engineering 
physics; MS degree in business adminis- 
tration or industrial engineering; at leas: 
10 years’ experience in broad-gage en 
gineering in hydro-mechanical or elec- 
tro-mechanical aircraft accessories which 
required minute examination of draw- 
ings and test results, or project engi 
neering on tactical airplanes; wide 
acquaintance in the aircraft field through 
technical or professional memberships; 
knowledge of U. S. military specifica- 
tions; and an acquaintance with Ameri 
can manufacturing techniques and ma 
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terials. The age limit was set between 
35 and 45 years old. Salary started at 
$15,000 and could go as high as $20,000 
with profit-sharing and retirement-plan 
elements included. 


With the specifications spelled out, 
the first step was a search of Ashton 
Dunn files, which are carefully cross- 
indexed according to skills and func- 
tions. A special mailing was prepared 
to key individuals in the 150 companies 
in the client’s field. Graduate place- 
ment departments of technical colleges 
were contacted. Calls were made on 
personal contacts in the field. 

This phase of the search uncovered 
twenty-seven prospects who were inter- 
viewed by recruitment consultants. The 
prospects’ background and experience 
were discussed with the client. Of these 
twenty-seven, three were selected to be 
interviewed, and one man was selected 
as being the outstanding candidate. He 
was called back for two additional full- 
day visits with the client at his plant, 
and met the rest of the executives of 
the concern. He was offered the posi- 
tion, and started work early last sum 
mer. A recent check-up revealed that 
both he and the client are eminently 
satisfied with their respective decisions. 


Using employment agencies 


Employment agencies are probably 
the most commonly used medium. 
They service a wide number and 
variety of companies, and are a reliable 
source. However, they are usually not 
as equipped as a recruiter to pursue 
so thorough a program. There is also 
the possibility of a two-fold allegiance 
that an employment agency might feel: 
duty to the applicant as well as the 
company. Even in the case where the 
company pays the fee, there may often 
be a feeling that the agency is in a com- 
petitive position with other agencies, 
and must place someone just for the 
sake of the placement fees. In the case 
where an agency acts as an exclusive 
supplier to a particular company, of 
course, this situation cannot arise. 

The Personnel Department of your 
company can also act as your agent 
in selecting, screening, and interview- 
ing candidates. Although most person- 
nel departments are set up for lower 
level hiring, the experience of your 
trained personnel can often be most 
rewardingly utilized. m/m 
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PICK ANY PRODUCT...REYNOLDS 
& REYNOLDS CAN REDUCE 
ITS RELATED PAPERWORK! 


Whatever your product . a Reynolds & 
Reynolds Representative can show ‘you how 
to streamline its related paperwork and re- 
duce office costs. Through everyday experi- 
ence, he has shown hundreds of businesses 
how to... combine several single forms into 
one multiple part set... employ the advan- 
tages of No Carbon Required Paper .. . con- 


solidate information to eliminate some forms 
or add a copy to a present form to speed 
transactions in another department . . . to men- 
tion a few. 
If you feel there’s an office procedure in 
your business that’s not “paying its way”, 
ask a Reynolds & Reynolds Representative 
to call. He will bring you the “know how” 
necessary to expertly analyze your problem 
and suggest the right corrective measures. 
Call your Reynolds & Reynolds representative 
today ... no obligation! 

OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS e 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 


BUSINESS FORMS SINCE 1866 
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CHARLES F. NOYES CO., INC. 


World’s largest real estate 


management firm 





‘ Walionals save us 53% annually on our investment.’’ 


— CHARLES F. NOYES CO., INC., New York, N. Y. 


“We manage property valued at $350,000,- 
000—a job that calls for an unusually fast 
and flexible system of maintaining records. 
In addition to being the world’s largest real 
estate management firm, we also operate 
one of the largest real estate brokerage 
businesses. 


“We are particularly pleased with our 
National Accounting Machines—not only 
because they help us maintain peak pro- 
duction efficiency, but also by their re- 
markable operating economy. They save us 


$28,000 a year, an annual return of more 
than 53% of our investment. 

“We depend on Nationals for their great 
flexibility which permits handling, on the 
Same machines, our monthly operating 
Statements, income and expense reports, 
check writing, payroll recording and gen- 
eral ledger. Our operators are pleased, too, 
because with Nationals they get more done 
with less time and effort.” 


——$—— hairman of the Board 


THE NATIONAL CASH REGISTER COMPANY, pvayron 9, on10 
977 OFFICES IN 94 COUNTRIES 


32 





(Circle 157 for more information) 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier. (See 
yellow pages of your phone book, or 
write to us at Dayton 9, Ohio.) 


*TRAOE MARK REG. U.S. PAT. OFF. 





| 
ACCOUNTING MACHINES | 
ADDING MACHINES « CASH REGISTERS 
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Further development in 


organization planning 


Activity 
Analysis 


by Leslie M. Slote 


Director of Industrial Relations; 
Norden-Ketay Corporation, and 
Management and Labor Relations Consultant 


us fy) thie article entitled 
“Why Organization Charts Don't 
Work” (March, 1955) we explained the 
activity analysis approach to Organiza- 
tion Planning. We showed that man- 
agement’s job has to be defined by func- 
tion, and not title, in order to get re. 
sults. ‘The activity analysis chart illus 
trated then covered a broad function 
at a high level. In effect, it was the story 
of an enterprise itself. Readers have 
been inquiring whether activity analysis 
is useful further down in the organiza- 
tion, and if so, how would it work with 
in a department at the clerical level. 
Since activity analysis is a means of 
analyzing all activities o1 
functions, it can be applied successfully 


corporate 


at every level from top to bottom. Oun 
present example illustrates some of the 
detailed steps in a simple vouchering 
procedure for payment of vendors’ in 
voices. We have gone into sufficient pro 
cedural detail to show how such a chart 
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HAVE YOU HEARD ABOUT ...HAVE YOU SEEN 


ACTIVITY ANALYSIS CHART C 0 N V 0 Y “Chem-Board’’* 


Saad 1 , INEXPENSIV 
Administrative Goal Over-all Coordinating Responsibility a gaeaamaal ernst scant 




















To see that vendors’ invoices are promptly and correctly verified 
and paid in accordance with good accounting practice and pro- DIVISION CONTROLLER 
cedures, and are controlled at all times. 


record storage 


FILES 


























Actions Required Delegated responsibilities Chem Board storage 
I. Files are permanent. 
i h ost and weigh 
Ref. Basic Functions Reference Sub-Functions Dept | Echelon Position =, “30% less pea 
as a a, a: steel; cost less than 
' | See. eee Accounting A/P section A/P Supervisor some corrugated paper 
‘isis files. They're shipped 
| wd Receive and sort Accounting Dept. Office Services Mail clerk assembled, ready for 
mail section use 
| V4 Segregate new invoices, corrected . 
invoices, credit memoranda, vendor x 
/ : * - 
correspondence, etc. pen se taal is “4 
V.12 Deliver 1.11 to A/P section pro = “ nso 
P in 
| 20 | Receive and stamp invoices A/P section A/P clerk chemica ‘ "as aiken 
1.21 Distribution advice stamp on orig- ” ” ad o wesc s0f beard 
} inal corruga 
1:22 All duplicate copies stamped: flint hard, rock strong. 
| ““Duplicate—Do Not Pay” a 
| | 1.3 Check invoice item, price, and ” ” ” ” " 
} | quantity against yellow copy of CONVOY 
Purchase Order 
| 1.31 If O.K., to comptometrist for check- Comptometrist else makes © 
ing extensions, discounts and li 
| totals complete line 
| | 1.32 If not O.K., check with Purchasing ” ” A/P clerk of Tote Boxes, 
| Dept., get written approval used by fam- 
| 1.33 | If communication with vendor | Conouiandones ous names in 
| necessary, phone or write, and | clerk all types of 
follow-up } industry. 
1.34 Follow-up on 1.33 A/P section | A/P clerk 
1.35 initial nvelee when C.K % s | 4 sf WRITE FOR COMPLETE INFORMATION 





2 | Process ‘Receiving 
| ond Inspection’ | Materials Control, Inspection, and Accounting P.O. Station B, Box 216-M 
| report Dept. responsibilities divided as shown below Canton 6, Ohio 
| (Circle 113 for more information) 
| 2.1 | Purchase Order, blue copy, filed aiid: teil File clerk sienna 
| alphabetically by Vendors’ name 


Control Section 
|} and P.O. sequence under each | 


} , - 
| nome | | You See What's Happening 
2.2 | Upon receipt of purchased mate- ” ” ” 
rial, physically verify quantity 


| 

| 

Receivirg clerk 
| | 

| | (count, length, weight, etc.) against 

| 

| 

| 

| 



























packing slip and Purchase Order oO 
copy | soc 0 
2.21 Mark quantity received on P.O. ” ” 
copy : Pas epee 
Z i “ 
2.22 Make out Receiving and Inspection ” ” ” ” ” ” xo yas eegggnscoaaas a’ 
Report in triplicate (Form MC-33) > eae aes Sh aoe he 
and sign | nscase 
| 2.23 Distribute copies as follows 
| copy | (white) | to Inspection Dept 
2 (pink) \ with material 
packing slip 
copy 3 (yellow)—Receiving Section 
file copy 
2.3 Physically verify quality of pur- Inspection | Incoming Mechanical 
chased material (dimensions, ma- Sateric! | Inspector 
terials, finish, color, etc.) against Section | 
specifications 
2:31 Inspection results and signatures 
on copy 1 and 2 of Form MC-33 
2.32 rl ng _— 2 and material to Inspection | Incoming | pinsanete 
one Saar Material Sect Handler 
2.33 lf rejected, copy 2 and defective ” ” ” ” BOARDMASTER VISUAL CONTROL 
a ee ee oe | | Graphic Picture of your operations 
2.34 If rejected and to be reworked in | —spotlighted om color. You - see 
ei copy 2 — defective — | | what is happening. Saves you time, 
rial to Materials Review Analyst ® 
ee ke Paanieg prevents errors. Simple and Flex- 
part O.K. and part rejected, ac- ’ 4 
ceptable material as 2.32, unac- | ible. Easy to operate. Write on 
rt Pesce with red rejec- | cards and snap in grooves. Ideal 
g (Form MC-40) as 2.33 or | p i 
— | for Production, Sales, Scheduling, 
2.36 | Copy 1 of Form MC-33 to Acctg. | Sie ‘ata Etc. Made of metal. 
2.4 Daily collation of ‘Receiving and . , 
eae : Accountin A/P section A/P fil lerk 
Inspection" Report (MC-33) with 9 = oe Full Price $4gso with cards 
te ge Vendor's invoice ey 
3 ,Issue Debit and ee ae Accounting A/P section A/P Asst 24-Page BOOKLET NO. M-500 
Credit memoranda Supesdane Without Obligation 
Ne | _to Vendors a tein, _——_— 
—— : Write for Your Copy Today 
Conditional Accounting A/P section A/P Supervisor 
payment of invoices GRAPHIC SYSTEMS 
Prior to inspection 

















55 West 42nd Street e New York 36, N. Y. 
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The Dictaphone TIME-MASTER Dictating Machine, 


t in trouble 


tat 





y te 





b ka red plastic belt is Dictaphone’s DICTABELT 
record. On just one DICTABELT you can record 
an average day’s business dictation. 


Because of the exclusive DICTABELT, more people 
buy Dictaphone TIME-MASTER dictating machines 
than all other kinds put together. Here’s why: 


DICTABELTS capture your voice so clearly secre- 
taries can’t mistake what you’ve said. Visible re- 
cording of DICTABELTS means you never lose your 


‘Takes the words right out of your mind.” 





All in a day’s work. ..and all on one Dictabelt record 


place ... never spoil previous dictation. 

They’re unbreakable, nonerasable, feather-light. 
Mail or file DICTABELTS like ordinary letters. 

DICTABELTS cost less for a day’s dictation than 
an air mail stamp. 

For free booklet—or free demonstration of the 
TIME-MASTER—write Information Department, 
Dictaphone Corporation, 420 Lexington Ave., New 
York 17, New York. 


DICTAPHON e CORPORATION 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto .. . 
England, Dictaphone Company, Ltd., 17-19 Stratford Place, London W. 1. Dictaphone, 
Time-Master and Dictabelt are registered trade-marks of Dictaphone Corporation, 
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is actually worked out in detail. 

In rough outline, the chart looks like 
a “TT” account. Above the heavy hori 
zontal line, on the top left, we have 
established an administrative goal, and 
immediately opposite this on the top 
right, we have assigned the over-all co- 
ordinating responsibility for attainment 
of this goal. Note the heavy vertical line 
in the chart which separates it into two 
parts. The left hand side should be 
filled in as a complete, detailed flow 
procedure of all the steps in sequence 
(i.e. functions and sub-functions) re- 
quired to accomplish the administra 
tive goal. The right hand side opposite 
each step assigns the specific responsi 
bility for that function by position title 

Remember that the titles in them 
selves are unimportant—the assignment 
of each step to an individual who is 
then responsible for performing that 
step, is the important thing to grasp. 
However, before making any assign 
ment of responsibility on the right 
hand side, first make sure that all steps 
of the procedure are listed on the left. 
Check for such things as omissions, du- 
plications, and unnecessary or incorrect 
steps in the procedure. 

After everything is listed, and you 
start to make assignments of responsi- 
bility in cooperation with the appropri- 
ate line supervisors, you will probably 
come across situations in which you 
don’t know to whom you can make 
work assignments. Here is another use 
ful aspect of our chart. It points up 
voids in the continuity of assignments, 
and forces decisions to be made in on 
der to carry out the administrative goal. 
Such voids often occur when you cut 
across departmental lines, which is char- 
acteristic of most systems and _ proce- 
dures. The solution is best worked out 
in cooperation with the department 
heads involved. Occasionally, a new po 
sition has to be created to carry out 
assigned responsibilities. 

The activity analysis chart will be 
especially useful in working out proce- 
dures in relation to EDP, such as appli 
cability and cost surveys, installation 
and pilot studies, programming, etc. 
The required procedural flow can be 
clearly outlined for presentation to top 
management, and at the same time will 
show assignment of responsibilities for 
carrying out the project. It is an excel- 
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lent selling tool, because it points up 
the necessity for new positions, or may 
even dramatically show voids, and indi- 
cates to what degree current personnel 
will be involved. 

Referring to the chart illustrated, 
note that even though we are discussing 
an Accounting Department procedure, 
we have to assign some steps or respon- 
sibilities to other departments, such as 
Materials Control and Inspection. How- 
ever, the over-all responsibility for the 
entire procedure belongs to the Divi- 
sion Controller as shown. 

Another useful advantage of activity 
analysis is the position descriptions 
that automatically follow as by-products 
or end results. This is accomplished by 
taking a duplicate copy of the chart, 
cutting it up horizontally into a sep- 
arate strip for each step, and then sort- 
ing all the strips by position titles. 
Next, head up a separate blank sheet of 
paper with each position title, and 
paste the sorted strips in sequence un- 
der the appropriate titles. You will 
then have a realistic position descrip- 
tion for each title, showing the exact 
responsibilities of that job, and how 
they are to be accomplished. It is excel- 
lent for instruction purposes, and will 
be a complete description for each job 
after all the relevant activity analysis 
charts have been cut apart, sorted, and 
pasted up for use. 

To summarize, the objectives of en- 
terprise are accomplished through ac- 
tivities or functions assigned to and 
carried out by people. Therefore, a 
logical and practical planning approach 
for establishing the functional organi- 
zation structure of enterprise is through 
the activity analysis chart, which is 
equivalent to functional flow plus dele- 
gation. In essence, it sets forth an objec- 
tive, the flow of steps in sequence neces- 
sary to accomplish that objective, and 
at the same time, completes the picture 
by making specific assignments of re- 
sponsibility to complete each step. m/m 





Want to speed up 
maximum use of 
electronic office equipment? 


see page 43 for details about the all new 


WORKSHOP FOR MANAGEMENT 
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to keep planes on schedule before they fly 


Operation sheets—purchase specifications 
—manufacturing and assembly schedules. 
These are typical of the paper-work needed 
to keep plane manufacturing moving along 
on schedule. Most of the leading plane 
manufacturers use A. B. Dick duplicating 
products to meet this requirement. 

Of course, it’s quite possible that you are 
not a manufacturer of airplanes. But if you 
have use for clear sharp copies of written 


A. B. DICK & and AZOGRAPH are registered trademarks of A. B. Dick Company 
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and typed material, or copies of drawn and 
ruled forms, you will find it worthwhile to 
talk with an A. B. Dick Company distrib- 
utor. He has full information about all four 
major duplicating processes—mimeograph, 
AZOGRAPH, spirit and offset. You will find 
his name listed under Duplicating Machines 
in the classified section of your phone book. 
Or write A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. 


= A:B:DICK 


THE FIRST NAME IN DUPLICATING 
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C.C.MOKUM 


Complete Control) 


by AL 
CAPP 





‘“‘Complete Control’’ solves 
another coffee-break problem ! 





OUTPUTS -<5°8// - SINKING — 
AND SO ARE THE BOYS/IT 

















GROANN/’- { COMPLETE CONTROL | 


HOW CAN WE \MOKUM IS TH’ NAME, 
GET OUT OF /AN’-YUM/2-STIMULATIN’ 

THIS COFFEE IS MAH 
SLUMP? 


Ce ya) 
~ Ta 











THET RUDD-MELIKIAN 
COFFEE DISPENSER’LL 
GIVE*EM A QUICK 

LIFT, WITH DEE-LISHUS 
KWIK-KAFE’ COFFEE” 


\ tes te 
“a ~ 


re 


ie 


































Convenient Rudd-Melikian coffee dispensers 
are a valuable production tool. Efficiency goes 
up, accident rates go down. Delicious, 100% 
pure Kwik-Kafé finds favor with employees— 
helps them keep alert on the job in offices or 
plants of every size. Hot chocolate and a 
variety of other beverages available. 


y Pe ee ee ee ee =a 
| RUDD-MELIKIAN, INC. vk | 
| Hatboro, Pa. BD | 
| Please send me a copy of booklet 15B explaining how | 
| to control the coffee-break with R-M dispensers. | 
Name | 
| Firm | 
Street 
| City Zone State | 
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relations ex- 


QUESTION: 


perts 


Most public 


consider their work to be an 
adjunct to advertising and selling. Do 
you really believe publicity can sell a 


product by itself? 


ANSWER: Yes. Any publicity man can reel 
off dozens of cases in which his efforts have 
been directly responsible for substantial 
sales. In fact, as far as I'm concerned, no 
publicity is self-liquidating unless it can be 
merchandised to produce sales. But this 
isn’t always the case—even when the public 
relations job is good. 


QUESTION: That sounds contradictory. 
How can you do a good publicity job, 
according to 


your “self-liquidating” 


PDS INTERVIEW 





How to use consumer 


to sell a product 


standard, and not produce sales? 


ANSWER: [he mere appearance of a good 
publicity story doesn’t guarantee sales. The 
publicity must be merchandized. By that, 
I mean using the publicity, before and 
after it appears, to stimulate salesmen’s 
enthusiasm, or to build company prestige 
among dealers, or to increase product rec- 
ognition among consumers. Merchandising, 
in this sense, means getting good ammuni- 
tion to the people selling your product. 


QUESTION: 


chandising 


How do you go about mer- 
a particular story about 
your product? What is the most com- 
mon technique? 


ANSWER: Reprints of an article, or even 


bulk copies of a magazine in which you 
get a spectacular splash, are a good exam- 
ple. You should send these to every sales- 
man, distributor or dealer. If you have a 
company house organ, plug it there. If you 
know enough about the article in advance, 
vou can send out pre-publication sales bul- 
letins. And even after the article has ap- 
peared, case histories can continue to 
remind the sales organization of ways the 
publicity helped increase sales. Some com- 
panies even take paid newspaper space to 
reprint or point up a really favorable piece 
of publicity. 


QUESTION: 


sales to come pouring in alter a good 


Then you can’t count on 


“news break’? without anv merchandis- 
ing effort? 





Giveaways. TV programs are hungry for 
free prizes at all times. 


Anniversaries. The anniversary _ itself 
isn't news but it offers a timely peg for 
“introducing new models, new packaging, 
merchandising deals, new ad themes, etc. 


Exhibits. A girdle manufacturer assembles 
a collection of undergarments through the 
ages; a lock manufacturer collects antique 
locks. Exhibits related to the product, and 
of genuine interest to the public, can be 
used throughout the country, make good 
feature material. 


Booklets. Most companies can sponsor at 
least one “‘service’’ booklet to be mentioned 
by the press and sent for by the public. 


WAYS TO CREATE NEW HOOKS FOR PUBLICITY 


Example: an antenna manufacturer's guide 
to selecting the right antenna for different 
locations. Booklets make good dealer give- 
aways, too. 


Sales meetings and conventions. A 
vehicle for announcements, demonstrations, 
etc. A sewing machine manufacturer got 
interesting photos of a group of salesmen 
whipping up their own shirts to prove ease 
of operation at a sales meeting. 


Predictions. The president of an appli- 
ance company announces a projected in- 
novation which will revolutionize his indus- 
try; an electronic manufacturer says he'll 
make a device to unscramble closed circuit 
TV; an atomic scientist names peacetime ap- 


plications. Many companies have experts 
whose valid predictions may well make 
news for different publications 


Contests. Particularly good at local levels 
where winners can make copy for their own 
newspapers, radio and TV stations—with 
an eye to the national winner and what 
you can make of him. 


Research results. Motivation, opinion, 
sampling, or statistical research stir up 
many provocative, interesting stories re- 
lated to the product. 


Personalities. Find an individual who, 
by vocation or avocation makes good copy 
that can be related to the product. 





MANAGEMENT METHODS 


by Rene Schenker, 


Vice-President, Ruder & Finn Associates, 
New York City 


publicity 


ANSWER: It does sometimes. But you 
can't and shouldn’t count on publicity to 
sell. Many companies still seem to be chas- 
ing that potential “big break” that they 
think will automatically put a product 
over. It takes more than that. I recall a pipe 
manufacturer whose sales remained static 
after a five-page picture story in a top na- 
tional weekly. Management simply sat back 
and waited for a deluge. It made no effort 
to convert the story into a sales tool which 
might have won bigger orders, better 
counter space, and more window displays 
from the dealers. In fact, they never even 
told the salesmen of the article’s existence! 
I maintain that careful, constant merchan- 
dising of lesser breaks can do as good a job 
as the isolated, one-time bonanza. A sales 
organization which receives a steady stream 
of publicity clippings will feel the company 





Props. Photographers; window trimmers; 
stage, movie and TV set designers, and 
newsreel cameramen need props all the 
time. If it's inexpensive enough, give your 
product as a permanent gift. If not, cir- 
cularize these sources with product photos 
and try to arrange for more speedy deliv- 
eries and pickups. 


Seminars. Company-sponsored seminars 
on subjects related to the product attract 
such newsworthy assets as big names, new 
ideas. For example, a lighting manufacturer 
held a lighting seminar attended by a well- 
known architect, decorator, lighting en- 
gineer, and trade paper editor. Their 
thoughts on the subject made news. 


Stunts. Just make sure they have some- 
thing to do with the product—and that 
they're legal. 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES — NO. 14 IN A SERIES 


More than a 


million credit checks 


a month... 


but filing 
them this way 
is a snap 









General Petroleum Corporation—the Socony-Mobil affiliate in the far west—cuts billing costs 
approximately 50% by photographing credit checks in a Recordak Microfilmer 


In one minute the girl at the Recordak Microfilmer can 
file more than 300 credit checks on film. 

This fast, low-cost operation allows many short cuts. 
Some, no doubt, might well be applied to your own routines. 

Cuts paper work. Photographing the original Mobil credit 
checks eliminates the need for the carbon copies formerly 
kept as the office record. (The originals, as before, are 
returned to the customer with his bill.) 

Handling only one paper record for every purchase— 
instead of two—saves time all along the line. For example, 
four days a month were formerly spent cleaning out drawers 
and labeling storage boxes. 


Turns file space into office space. A year’s supply of 


“SHORT CUTS THAT 
SAVE MILLIONS” 


credit checks—on Recordak Microfilm—are now filed. at 
the finger tips in four file drawers instead of in 1800 large 
boxes. A space saving of at least 98%. 


Eliminates “can’t find’s.” Now, when customers ask to 
see past records . . . they can be located in a matter of 
minutes, and viewed—or duplicated—in a Recordak Film 
Reader. Since the adoption of Recordak Microfilming there 
hasn’t been a single case of a ticket not being easily found. 


Permits centralized accounting. Branch ofhces now 
forward credit checks to home office where dual microfilm 
copies are made simultaneously—one set for branch. Despite 
a three times’ increase in ticket volume in recent years same 
staff easily handles the job! 


**Recordak”’ is a trademark 


SRECORDEK 


(Subsidiary of Eastman Kodak Company) 
Originator of modern microfilming—and its application to business routines 


RECORDAK CORPORATION (Subsidiary of Eastman kodak Company) 
444 Madison Avenue, New York 22, N. Y. 


Gentlemen: Please send free copy of “Short Cuts That Save Millions” F.2 


> 
Position. 








This valuable free booklet Name 
shows how Recordak Micro- 
Company 








filming is cutting costs for over 
100 different types of business 


. thousands of concerns. street... 


City State 
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is in there plugging for them all the time 


QUESTION: You mentioned the idea o 
merchandising a publicity break betore 
it occurs. Does it often happen that 


you know in advance? 


ANSWER: About half the time. There's 
no way of knowing what will come of a 
press release, but you can really do a job 
with a magazine feature if you have worked 
with an editor and know it’s going to ap 
pear. For example, when a major article 
on one of its executives was to appear in 
a national magazine, Tupperware Home 
Parties, Inc., manufacturers of _ plastic 
housewares, started work months in ad 
vance. Dealer recruiting is Tupperware’s 
prime sales problem, so they sent out spe 
cial mailings to dealers, and peppered sales 
bulletins with repeated references to the 
article. Reprints were rushed out at the 
first possible moment. Flyers and_ pencils 
carrying the story title, date, etc. were used. 
Phen Tupperware took newspaper ads in 
90 cities to announce the story. The cam 
paign worked. A flock of new dealers of 
such high calibre were added that three 
became top distributors within nine 
months time. 


QUESTION: [Do publications ever object 
to having their articles quoted for sales 
exploitation? 


ANSWER: In most cases they welcome and 
encourage it. They get publicity that adds 
ammunition to their own advertising and 
readership claims. In the few instances 
where magazines prohibit use of their re 
prints for sales purposes, you can almost 
always extract portions to be put to effec 
tive use for your firm. 


QUESTION: Can you merchandise ‘TV 
or radio publicity where you don’t have 
a printed page? 


ANSWER: Definitely. First of all, try to 
arrange in advance for still pictures and 
a monitored script. These are your only 
evidence of a TV mention—but they both 
make excellent mailing pieces. If the show 
is a big one, it doesn’t hurt to give the wire 
services a photo of youl product or pel 
sonality posed with the star. If you can 
be sure of a date in advance, alert vow 
customers, salesmen, dealers, or distribu 
tors—even arrange meetings timed to catch 
the show. Incidently, TV publicity is me. 
chandised best at the local level. For ex 
ample, a leading men’s shoe manufacture 


recently ran a_ city-by-city campaign in 
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Prevent “Mobile Mob’ distractions 




















(Circle 152 for more information) 


MANAGEMENT METHODS 

















with new VMP Mobilwall Jrs. ! 


New install-them-yourself office partitions create 


privacy, channel traffic, increase efficiency—at low cost! 


A fast new way to bring office order out of chaos 
is with low-height, low-cost vMP MOBILWALL Jrs. 
These attractive steel partitions create peaceful 
private offices and work areas, require no high- 
cost carpentry and plastering. High enough for 
privacy, low enough for ample air flow, vamp 
MOBILWALL Jrs. are the answer to an_ office 
planner’s dream. 


MOVE EASILY AS FURNITURE. VMP MOBILWALL 
Jrs. are adaptable and interchangeable to meet 


SMART AND STURDY! A new low-height version of famous 
ceiling-high VMP MOBILWALLS, the Juniors improve an 
office’s appearance as well as its efficiency. Colors are 
attractive; baked-enamel surfaces wash clean with soap 
and water—look new for years! 


irginia 





etal 


any future floor plan. They are made in three 
heights (42’’, 54’, 68’) and in widths from 9” to 
66’’. Steel, glass or plastic top panels can always 
he added, or removed. 


Think how much ‘“‘Mobile Mob” distractions 
cost your firm each day. Then do something con- 
structive about it—by installing new vp 
MOBILWALL Jrs. They pay for themselves by 
immediately increasing worker efficiency, reduc- 
ing clerical mistakes, improving customer service! 





WRITE Dept. MM-2, for descriptive folder showing all 
sizes and styles of VMP MOBILWALL Jrs.—along with 
before-and-after ‘‘ratio-delay’’ study facts showing how 
definitely VMP partitions improve office efficiency. A list 
of VMP representatives will also be included. 


roducts, inc. 





ORANGE, 


VIRGINIA 


Subsidiary of Chesapeake Industries, Inc. 
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which its local dealers were guest speakers. 
The company sent its other stores accounts 
of these appearances. The whole program 
not only boosted local sales, but stimulated 
salesmen’s enthusiasm. TV and radio sta- 
tions, like publications, are usually happy 
to cooperate with promotions which publi- 
cize their programs. 

QUESTION: Incidentally, while we're 
on TV and radio, how does a company 
go about getting its product or people 
on programs? 


ANSWER; In the same way you get stories 
printed: by offering material the programs 
can use. Maybe your product can fit as a 
giveaway or a prop, or possibly you have 
an expert who'd make for a lively inter- 
view. Maybe you can supply an exciting 
demonstration, or, be of help in a charity 
or civic cause. This is the publicity man’s 
job—to dig out the ideas. 

QUESTION: So far, we have talked 
chiefly about merchandising the pub- 
licity. Do you have any general sugges- 
tions on how to go about landing 
publicity in the first place? 


ANSWER: If you're lucky enough to have 
a “natural” product or personality, pub- 
licity is a relatively routine matter of in- 
forming media of its presence. Here the 
danger is often in sacrificing your story to 
the first bite, rather than contriving for 
the best possible coverage. On the other 
hand, if your product or message wouldn't 
arouse an editor from his after-lunch nap, 
you'll require more imagination, ingenuity, 
and know-how. 


QUESTION: What's a “natural’’? 


ANSWER: In a product, something that’s 
unique—or something that’s self-identifying 
without necessarily being unique. A good 
example of the latter is the Skotch Kooler. 
When this distinctive thermos jug turned 
up in scores of editorial photos of picnics 
and beach parties, and even in other com- 
panies’ paid ads, it never needed a label 
for identification. Unfortunately, — this 
happy advantage usually doesn’t occur with 
a typewriter, or bathtub, or electric bulb. 


QUESTION: How do you inject life into 
an old product that isn’t a “natural”? 


ANSWER: By creating news that will be 
of genuine value to the editor or TV pro- 
gram director. This is the very essence of 
publicity. If you dig hard enough, you're 
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Through the years Linda Walker has paid 
through the nose for setting her wedding 
date so close to end-of-the-month. On 
every anniversary since he became plant 
manager, Jack has had to work late. 

That’s because his modern, decentral- 
ized company still clings to inadequate, 
old-fashioned accounting procedures in its 
branches. Figures for 30 days of opera- 
tions have to be boiled down at the last 
minute. Before a report can be sent off 
(generally late) to General Offices, Jack 
and his whole staff have had to burn a lot 
of midnight oil. 

Yet he and Linda could be on the dance 
floor right now — with the aid of Keysort 








MCBee 







McBEE © * 





The Walkers are celebrating their 25th Anniversary 





punched-card accounting. By processing 
figures every day, Keysort eliminates 
some of decentralization’s biggest bugs. 
Daily and weekly reports show plant man- 
ager and department heads where they 
stand now. End-of-the-month is like any 
other day ... without rush, overtime or 
hurry-up calls from top brass. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation—fast. 
Whether you run a manufacturing giant 
or a 100-man branch plant. At low cost. 

The McBee man near you can show you 
how it’s done. Jt will take him just one 
hour. Phone him or write us. 


s ee gee O00n 00000 
eeee 7 SOC J by eee 4 
Seco §$ Seon 20° & % 8 ®& 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢* Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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bound to find a newsworthy “hook.” (See 
box) For example, the American Safety 
Raaor Co. has employed, for 25 years, an 
expert on “pogonotomy” (the art of shav- 
ing.) Informed of this unusual occupation, 
a prominent wire service feature writer in- 
terviewed him, and wrote a story which 
went to newspapers all over the country. 
ASR was so delighted, it got permission to 
reprint it in over 70 newspaper ads. 


QUESTION: We have been discussing 
product publicity. How about the job 
of “selling’’ an individual—does that 
differ from what you’ve described? 


ANSWER: Basically, no. Professional men 
like lawyers, CPA’s, insurance brokers, en- 
gineers or architects, all under rigid re- 
strictions against advertising and other di- 
rect methods of soliciting accounts, can use 
publicity to obtain business. The late J. K. 
Lasser, whose name was virtually synony- 
mous with Certified Public Accounting, is 
a good example of this. Let’s illustrate fur- 
ther with Mr. X, a prominent broker I 
know. When invited to do a trade-paper 
article on his specialty, he often asks clients 
or prospects for material. When the article 
(or book) appears, he sends them a copy 
with a note of thanks. He also maintains 
mailing lists to which he sends reprints 
accompanied by short, low-pressure notes. 
On the strength of his writings, speeches, 
or radio and TV appearances, he is sought 
for interviews—another source of clips to 
be passed along to colleagues and clients. 
He also sends out booklets regularly which 
cite developments in his field. Like any 
good merchandising campaign, these mail- 
ings have the benefit of continuity. Natu- 
rally, this activity has paid off for him. 


QUESTION: Would you say that ALL 
publicity can be put to sales use? 


ANSWER: Yes. Of course it’s good policy 
to seek publicity you know can be merchan- 
dised, but you can always take what pub- 
licity you do get and tailor it to your sales 
needs. I can think of one company which 
effectively merchandised publicity that 
never even appeared! A home appliance 
manufacturer with no new model—not even 
a new dial—to promote, hit on the idea of 
awarding a citation to the publication 
which ran the best spring cleaning article 
that year. Photos of the award ceremony- 
showing manufacturer and publisher—were 
never used by anyone, not even the pub- 
lisher who won the award. But those pho- 
tos made splendid sales promotional mate- 
rial in salesmen’s dealer presentations. 
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a new title: 


ADMINISTRATIVE 
MANAGER 


by Robert E. Shull 


Administrative Mgr., Fine Chemicals Div. 
American Cyanamid Company 





A new organizational pattern 
involves the use of an “administraiive manager” 
for certain coordination functions. Building a new 
organization from scratch otters an opportunity to 
work out an organization based on the job to be 
done and the people available to do it. The group- 
ings of functions in Cyanamid’s new Fine Chemicals 
Division, although not common, illustrate organiza- 
tional principles that can be applied in any company. 

The responsibilities of the division’s administra- 
tive manager are broadly defined as all functions 
that are not specifically sales, technical, plant, and 
accounting. They involve products, services, con- 
trol, and other administrative functions. 
His administrative functions 

The products functions include production plan- 
ning (broad phasing of production to meet sales 
and inventory requirements); inventory planning (of 
total finished products inventory, including in-process 
inventories of products and raw materials and pack- 
ing supplies inventories at the division’s own plant); 


product distribution (seeing that the inventory of 


finished products is at the proper locations to service 
customer needs); and collecting, coordinating, and 
analyzing of pertinent data for price establishing. 
Under the service function come order processing, 
sales recording and reporting, sales forecasting, and 
secretarial service. 

Principal control functions include preparation 
and presentation of the divisional financial budget 
and supplementary requests for budgetary authori- 
zation; development and issuance of periodical con- 
trol reports on various phases of divisional op2ra- 
tions; and authorization of payments. 

Other administrative functions illustrate the dis- 
tinction between divisional and central staff responsi- 
bility. The administrative manager’s staff develops 
procedures that are related only to the division, re- 


lated standard instructions, and rough drafts of 


related forms; issuance of the standard instructions 
and the final preparation, reproduction, and stocking 
of the form is a function of the central procedure 
department. With regard to personnel matters, the 
administrative manager acts as the personnel con- 
tact between divisional operating people and the 
central procedure planning and personnel staff. That 
part of the function required to give uniformity 
in the company is performed by the central staff. 
Principles of organization 

Although no organization plan is directly ap- 
plicable to any other firm, the basic principles apply 
everywhere. These basic principles are as follows: 
1. The use of an independent body to correlate 
diversified interests. 
2. Assigning related functions to one person in order 
to assign definite responsibility and authority. 
3. Assigning functions to individuals having the 
greatest interest in them. 
4. Assigning administrative functions to an inde- 
pendent body to avoid diverting operating attention 
from the operating function. 
5. The “states right” concept applied to operating 
divisions. 
6. Preference for local rather than absentee super- 
vision or direction. m/m 

This is an excerpt from a speech at the American Man- 

agemeat Association Office Management Conference. 
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CUMMINS Carditioners Straighten 
Crumpled Edges, Flatten Warped 
Cards, Iron Out Creases, Preserve 
Exact Original Dimensions! 


Before Equitable Trust Company installed 
their Cummins Carditioner, approximately 
10% of the punch card type checks received 
could not be run through tabulating, sorting 
machines because of damage. Their new 
Cummins Carditioner reduces rejects to less 
than 1%...and, they now handle punch 
cards in one quarter of the time! 


This is a typical example of how the 
Cummins Carditioner can help you get the 
most from your punch card equipment, in 
both added efficiency and in all the numerous 
uses for punch cards—payroll checks, money 
orders, statement forms, requisitions, reply 
cards and product tags, to mention a few. 


The Cummins Carditioner actually recondi- 
tions damaged punch cards that will not go 
through tabulating, sorting machines — any 
make. It renews the entire card, including 
both long edges. Creases, crumpled edges 
disappear; original length is re-established. 
Cards damaged beyond repair, and those 
bearing foreign objects such as paper clips, 
staples, adhesive stamps and mending tape, 
are sorted out and collected in a separate bin 
for hand inspection. 


This new “running mate” to your tabulating 
equipment handles 51, 80 and 90 column 
cards ... automatically ...up to 275 cards a 
minute! The Carditioner — like Cummins 
Check Signers, Endorsers and Perforators — 
is designed to help you keep abreast of the 
latest developments in your business. Con- 
tact your Cummins representative . . . listed 
in your classified telephone directory. 


= SEE FOR YOURSELF . . . get your free 
copy of this detailed new catalog 
il describing the Cummins Carditioner. 


———— 


"This machine reduces 
ovr unusable punch card 


loge from 10/.to 1%! 















SALES AND SERVICE IN ALL PRINCIPAL CITIES 
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as reported by Mr. Clarence Rodekurt, 

Vice President in Charge of Operations, 
EQUITABLE TRUST COMPANY, 

Baltimore, Maryland 






The Carditioner operates on any 
desk or table — only 40 inches long, 
16 inches high, 12 inches wide. 


Cummins 


CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corporation 
4740 North Ravenswood Avenue, Chicago 40, Illinois 
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CUT\ 
reconcilement 


costs )P TQ 90% 
with Lithofold’s 
ELECTRONIC 
CHECK 


a pre-punched Tab Card voucher 





check set 


with no change in your 
present method of preparing checks 


NOW you can reconcile your 
checks by automated meth- 
ods — instead of hand sortings. 


HERE’S HOW IT’S DONE 


The check portion of the set is a tabu- 
lating card pre-punched at the factory 








A REPORT FROM THE BUREAU OF STANDARDS 





Established applications for 


electronic business equipment 


by Dr. A. V. Astin, Director National Bureau of Standards 


EDITOR’S NOTE: During the recent joint 
Congressional investigation of Automation, 
one of the most useful and cogent pieces 
of testimony was provided by Dr. A. V. 
Astin. Because of its length, it was inade- 
quately reported in the press. While space 
does not permit this magazine to present 
the full transcript of his remarks, we have 
excerpted below sections dealing with com- 
putor applications in the U.S. Government 
which we feel will be of special value and 
interest to businessmen. 


eee Phe goal of mechani- 
zation is increased productivity, and in- 
creased productivity is, I believe, an 
objective of primary concern to our 
Nation. Although I am not an econ- 


omist, it is my understanding that the 
nature of our economic system is such 
that it must expand in order to remain 
vigorous and healthy. In an era when 
the opportunities for geographic expan- 
sion are almost nil, the only practicable 
means of expanding our economic sys- 
tem is through the development of new 
products or through the development 
of techniques for producing products 
more efficiently. Both of these depend 
on scientific and technological effort, 
involving continuing emphasis on 
mechanization in all of its phases. 

A recent analysis by Dr. Raymond 
Ewell of the National Science Founda- 


tion shows that the productivity of our 
labor force, as a result of scientific and 
technological effort, has increased at a 
rate over 2 percent a year for the past 
45 years. His analysis also shows the 
productivity rate to be accelerating—it 
was 3 percent over the past seven years. 
The dependence of our increasing pro- 
ductivity on science and technology can 
be further demonstrated by the fact 
that approximately half of our labor 
force is now engaged in producing or 
marketing materials or devices that 
were unheard of 50 years ago. 

An important characteristic of an ex- 
panding economy, dealing with new 





The consequences for management of electronic business techniques 


From a talk by James C. Worthy, former assistant Secretary of Commerce 


with4We consecutive number. 

A sorter will put checks into exact 
numerical sequence. 

A tabulator can list all check num- 
bers cleared, and signal location of 
missing numbers. 

Or a collator can compare cleared 
checks with a control set of cards. 

Total of unmatched checks, plus 
bank’s total pay-out completes your 
reconcilement . . . at a small fraction 
of manual cost. Many banks offer vary- 
ing amounts of reconcilement service 
on these checks . . . which can further 
reduce your data processing expense. 


An Automated Form 
YOU Can Use NOW 


WRITE TODAY for DETAILS! 


HmeriCan 


fee 


500 BITTNER ST. ST. LOUIS 15, MO. 
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. It is a fact of great significance that the number of 

clerical workers has increased more rapidly than the num- 
ber of productive workers during the past half century. 
Modern productive techniques, with their consequent cen- 
tralization of direction and control, require increasingly 
greater proportions of paper-processing personnel. ; 
Unless current trends can be halted or reversed, an ever 
larger and larger portion of the nation’s total manpower 
will necessarily be absorbed in unproductive record-keeping 
overhead at the expense of wealth-creating effort. 
“The technological response to the current challenge is 
already clearly indicated. The development and refinement 
of electronic data-processing systems offers the same possi- 
bilities to business that it does to science and to govern- 
ment. And the end results can be similar: a greater con- 
centration of available human resources on the production 
of tangible goods and services and a smaller proportionate 
loss to non-productive overhead. 


“As in the case of government personnel, this development 
will not lead to large-scale displacement of employees. The 
process will be gradual and permit ample opportunity for 
orderly adjustment. Over the long pull, it will result in the 
gradual diminution of monotonous, repetitive paper-han- 
dling. work. At the same time, it will gradually increase the 


opportunities for interesting, creative high-skilled techni- 
cal assignments. The consequence will be not only greater 
gains but higher human satisfactions. 


“The consequences for management are equally significant. 
One of management’s greatest problems is that of secur- 
ing adequate and timely information on which to base 
day-to-day decisions. The complexity of modern business 
organizations has created chains of command that often 
isolate the decision-making group at the top from the basic 
facts which are essential for effective, timely control. Para- 
doxically, it is also true that top management may be lit- 
erally swamped with undigested facts and with figures too 
voluminous to use. One of the important gains from the 
new electronic techniques will be the bringing of the right 
facts to the right people at the right time... . 


“Every day, new and divergent facts develop which those 
in responsible positions in government and industry must 
carefully consider and analyze. These mountains of data 
will surely overwhelm us if we continue to follow the prac- 
tices of those who lived in a simpler time. The electronic 
computers with their remarkable ability to assimilate and 
store information for rapid selection and access may be 
a primary factor for sound, wise public and business polli- 
cies in the troubled years ahead.” 
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Shows how to profit 
at every stage of 


ELECTRONIC 
OFFICE 
OPERATIONS 


WORKSHOP 
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WORKSHOP FOR MANAGEMENT 

Use this new book to see how 
more than thirty top executives 
and management consultants 
save time, money, and personnel 
with electronic office systems. 
Each method, each application 
has been proved in practice. You 
learn exactly how to get the re- 
sults—how to eliminate the mis- 
takes that other companies ex- 
perience in their own electronic 
office operations. 
From “giant brains” to the 
smaller electronic systems — 
WORKSHOP FOR MANAGE- 
MENT gives you ready-to-use 
information that gets most ef- 
fective use from electronic 
equipment like UNIVAC, BIZ- 
MAC, IBM 650, and the BUR- 
ROUGHS E101. 


Partial Listing of Contents 

% How to get maximum savings 
with electronic office equipment 

* How to organize your company 
for an electronics operation 

*% How to speed up effective use of 
electronic office procedure 

% What to expect in performance 
from electronic office systems 

* How to staff for electronic office 
operations 

% How to solve the personnel 
problems involved in using of- 
fice electronics 


SEND FOR YOUR FREE- 
EXAMINATION COPY TODAY 


Use coupon below or order card 
bound in this issue 


MANAGEMENT PUBLISHING CORP. 


Suite A-16, 22 West Putnam Avenue, 
Greenwich, Connecticut 
Please send me, for a 5 day FREE 


EXAMINATION, a copy of “*Workshop 
for Management.”’ Within 5 days I will 
either send payment for $19, or return 
the book without obligation. 


Name 


Address 
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products and new techniques, is that it 
must be accompanied by an expanding 
science. New problems must be solved 
which are always larger and more com- 
plex. It is in coping with such a situa- 
tion that the new automatic computing 
machines assume major significance. 
Many of the scientific and technological 
advances which have been made with 
the use of these machines would have 
been either impossible or excessively 
costly to achieve without them. Modern 
guided missiles and the hydrogen bomb 
provide two outstanding examples. To 
date, our experience with these ma- 
chines shows that they are not used 
primarily to do old work with fewei 
people. Instead we are tackling the im- 
portant new problem with the same 01 
even more people, thus increasing ou 
the 
Viewed in this light, the recent develop- 
ments with computing machines help 


capacity to explore unknown. 


to fulfill the current need of science and 
technology. Advances have now reached 
a stage where further progress would be 
impracticable without them. 

The utilization of modern high-speed 
computing machines has, so far, been 
mainly in the field of science and tech- 
nology, especially in those areas im- 
portant to defense effort. It is 
extremely likely, however, that their 


our 


ultimate major use will be in the field 
of office operations for both government 
and business. In this area, we now find 
a situation somewhat analogous to the 
state of scientific technology before the 
advent of these machines. Office operat- 
ing problems have reached a size and 
complexity that can fast become a bar- 
rier to further efficiency and growth 
unless there is provided better means 
for handling the masses of information 
which clog modern offices. . . . 

Our Federal Government has the 
largest office operations in the world. 
Hence, it seems logical that if modern 
data-processing machines have a place 
in improving the efficiency of large- 
scale office operations, there should be 
numerous possible applications within 
the Federal Government. Our experi- 
ence has shown that this prospect is 
indeed very good. 

The advisory and consulting services 
of the National Bureau of Standards 
have led to a need for keeping abreast 
of all major developments involving 








Kentucky Division of Publicity reports: 


‘25,000 prints in 20 days with two enlargers 
and ‘Velour Black’ “’ 


Chances are your photo lab won’t run 
into an overload like that. But every 
photographer knows what RUSH means. 
And then he needs a paper that gives 
highest-quality results in minimum time. 
That paper is Du Pont Velour Black®. 
Jim Warren, Senior Photographer in the 
Publicity Division of the Commonwealth 
of Kentucky, says, “We have only two 
4x 5 enlargers to handle our printing. And, 
because our prints go to professionals for 
reproduction in magazines and news- 
papers, they have to meet high-quality 
standards. Without Du Pont ‘Velour 
Black’ photographic projection paper, we'd 
never be able to meet our deadlines. 
“Quantity printing demands a paper 
with lots of speed, range and latitude, and 
one that doesn’t curl. That’s why we've 
used ‘Velour Black’ photographic paper 
for all our state publicity kits since 1953. 
“In addition to 8 x 10’s for our kits,” 
continues Mr. Warren, “we also make 
hundreds of 16 x 20 exhibition and dis- 
play prints. For these we use Du Pont 
Warmtone exclusively. Its tone and ease 
of handling can’t be beat!” 
The Photographic Section is a part of 
the Kentucky Department of Conserva- 














tion. It serves all state agencies and sup- 
plies hundreds of publicity photos to pub- 
lications and associations. Its staff of four 
photographers, who also double as dark- 
room men, know how valuable Du Pont 
papers can be when standards are high 
and deadlines are tight. When ordering, 
they specify Du Pont “Velour Black” and 
Warmtone—no substitutes are accepted! 

Just mail the coupon for more informa- 
tion about Du Pont photographic papers. 





DU PONT Technical nepresentatives Ray 
Stuart and Norman Cutler discuss printing 
with Senior Photographer Warren (right). 
Our representatives are always ready to help 
in solving special problems. 


‘ 
Du Pont 172 | 
DU PONT N2420-17 
Wilmington 98, Delaware 
PHOTOGRAPHIC Please send me more information on Du Pont Photographic Papers. 
DRGIID . -on.-rccnecisnisonssseszsevnesonnsnmesnasosenscasases oenss soupieansoesionnicipemanedanaban 
PRODUCTS | 
SUS. -~ninsisiesnidehscsieninadgloriieabvantucadedatte else hdbase einai ant areal | 
FERED. uvcccconsiniecs svebiubtis adh bn ob c.ophiesbogh bolts iesbaeliesagaeds iosonsenladlie MI i ccutaaie 
SE fsck nticc Sie Mcp ee Saticendlntes AGM dip eee aedaceseiceaeaeeaa | 
Renbigts City ee iehe .. ., <sscdubamianlnieiesannse | 
wee Sacer cae caer [] Please have your Technical Representative call. | 
eitinitantambinneilili ow 
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a dependable RCA 16mm. 
Projector shows and sells 





If it was worth filming, it’s worth showing well. That goes for 
all those sound films that sell your products and train your 
people. You want to trust them only to a machine you have 
confidence in. Very soon now, show one of your films on an 
RCA 400 16mm. Sound Film Projector. Look carefully and 


listen closely. 


You’re watching the action of the most rugged, dependable 
projector top-flight RCA engineering has developed in its field. 
But still this compact, lightweight RCA 400 carries easily and 
operates like a breeze. RCA’s exclusive Quick-Easy threading 
cuts set-up time to as little as five minutes even for the greenest 
beginner. From film opening to close, pictures stay clear and 
steady with sound crisp as it comes from the sound track itself. 


Your films and your sales deserve the projector with RCA de- 
pendability ...a single- or double-case RCA 400 Sound Pro- 
jector. It’s the only projector that’s engineered by the world 
leader in electronics. The projector with nationwide service 
whenever you want it. Write us for the name of your nearest 
RCA Audio-Visual distributor. Or clip, check and mail the 
coupon from the RCA advertisement on the facing page for 
RCA 400 details. Do it now! 


AUDIO-VISUAL PRODUCTS 


RADIO CORPORATION of AMERICA 


® CAMDEN, N. J. 
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data processing and information han- 
dling systems. This experience has 
enabled me to provide a brief summary 
of the “state of the art”. 


BUREAU hi 
OF THE a macnine 
CENSUS that reads 


Our first activity with modern com 
puting machines was in assisting the 
Bureau of the Census. A development 
lor Census should be mentioned 
briefly. Phis development involved au 
tomatic means for translating the data 
on the record sheets of Census enumera- 
tors into a form that could be fed di- 
rectly into their computing machines. 

Ihe machine we developed has been 
named FOSDIC (Film Optical Sensing 
Device for Input to Computers). The 
machine reads marks on micro-filmed 
copies of documents that have been 
marked with an ordinary pencil or pen, 
and then processes the information into 
electrical pulses which are recorded on 
magnetic tape for direct input to an 
electronic Computer such as the Census 
UNIVAC. 

FOSDIC is designed to reduce the 
work that is now involved in converting 
written records into a medium accept- 
able as input by data-processing ma- 
chines. This is particularly true since 
FOSDIC allows considerable freedom 
in design of the documents and does 
not require the use of any special writ- 
ing instrument, 

It is anticipated that ultimately the 
use of this machine will reduce appreci- 
ably the massive amount of paperwork 
entailed in summarizing Census infor- 
mation on the entire population. Al- 
though designed for census operations, 
FOSDIC may be generally applied to 
the processing of other types of infor- 
mation that must be handled in un- 
usually large quantities. 

With the development of many large- 
scale electronic computers in the past 
lew years, there has been an increasing 
need for equipment to bridge the gap 
between the machines and their sources 
of information. . . . When human 


beings are considered as sources of in- 





formation, only two partially automatic 
means of communication are in general 
use. These are (1) typewriters of vari 
ous forms and (2) special marking in- 
struments such as punches or conduc- 
tive pencils. An alternate method is 
through the manual preparation of 
punched cards. ‘To these methods has 
now been added FOSDIC, a completely 
automatic machine which processes 
marks made by an ordinary pencil or 
pen into a form directly which is usa- 
ble by the computer. 


ee a methed f 
quanrer. Ral 
MASTER " — 


Our work tor the Army Quartermas- 
ter Corps gave us experience in coping 
with the problems of Government pur- 
chase and procurement. 

In carrying out provisions of the 
Armed Services Procurement Act ol 
1947, a number of complications arise 
in determining the bidder or combina- 
tion of bidders who will charge the true 
lowest cost to Government. ‘True costs 
require consideration of — different 
freight rates from factories to depots. 
The bidder himself may state restric 
live provisions such as minimuin and 
maximum quantities, or “block” o1 
“hinge” bids whereby he may quote dil 
ferent prices on different quantities. 

Che attempted resolution of lowest 
cost for bids on contracts involving a 
variety of complicating factors, when 
carried out by manual methods, results 
in high cost both in time and man- 
power. On one typical operation, 700 
man-hours were expended without try- 
ing all the possible combinations, and 
it was estimated that 4,000  man- 
hours would have been required to 
calculate all combinations. A second 
shortcoming of manual computation is 
that in some cases it is not possible to 
solve the problem at all in the time 
available. For example, a proposed con- 
tract for 860,000 woolen jackets to be 
fabricated for 13 different destinations, 
estimated to involve 223,000 different 
combinations, had to be cancelled be- 
cause bids could not be evaluated by 
manual computations. 


Accordingly, a program was estab 
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lished at NBS to explore the use of new 
mathematical techniques (called lineai 
programming) in conjunction with the 
use of high-speed electronic computing 
equipment for the evaluation of such 
complicated bid patterns. The linear 
programming computation procedure, 
as coded for SEAC, is then used with 
data on the various bids received for 
each specific problem, and the machine 
operates on the specific problem by first 
assuming that an award satisfying the 
various restrictions will be chosen re- 
eardless of its cost. A cheaper allocation 
is then sought, and it is substituted for 
the first. ‘The search for still cheaper al 
locations continues until no cheapei 
award can be found. For the typical 
problem, about two hours of SEAC 
computation are required before the 
minimum cost answer is found. 

Ihe direct savings achieved through 
the speed of electronic computation can 
be illustrated by the fact, that, for a 
problem that would have required 1000 
man-hours of labor at a cost for manual 
computation of approximately $2,500, 
the machine could have tried all com- 
binations in about 40 minutes at a cost 
of $80 or less. Direct savings are also 
achieved through the saving of time 
since bidders may limit the effective pe- 
riod of their bids to option periods of 
20 days or less from the bid opening. 
then, the 
gramming technique makes possible the 


In summary, linear pro- 
development of solutions to bid evalu- 
ation problems in less time, at less cost, 


and with absolute accuracy. 


VETERANS setting-up 
ADMINISTRA- _ actuarial 
TION tables 


In an application elsewhere in gov- 
ernment, the Veterans Administration 
has used computers for work in relation 
to actuarial tables. In this case, the 
David Taylor Model Basin’s UNIVAC 
system was used to provide the actuarial 
tables necessary for the new Uniformed 
Benefit 
Using conventional methods by desk 


Services Survivors’ program. 
calculation, this would have required 
an estimated 25,000 The 
job actually took 1,443 man-hours. The 


man-hours. 


cost by conventional means would have 
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been in the neighborhood of $200,000; 
it was actually completed for about 
$15,000 with the UNIVAC. 

In the course of the entire job, the 
UNIVAC computed 357,012 numbers 
to eight significant figures. The 1,443 
man-hours used on the problem in- 
cluded time spent in analysis and proc- 
ess-charting, flow-charting, coding, pre- 
desk-calculated 
checking, preparation for and opera- 
tion of the machine, report writing, 
hand editing and checking tables, and 
general maintenance. 

The actual time spent by the UNI- 
VAC in generating the numbers (not 
including checking of programs) was 
11.4 hours. The total time used by the 
computer system was 104 hours. As a 
comparative figure, a few sample values 
computed by hand for checking pur- 
poses required 55 man-hours. 

More significantly, however, the Con- 
gress directed that this veterans’ insur- 
ance program should go into effect 
within 60 days from the time that the 
Act’ was signed. The use of the com- 
puter made it possible to provide the 
necessary tables so that the program did 
go into effect on schedule with maxi- 
mum benefit to all concerned, some- 
thing that would have been impossible 
without the use of these new general- 
purpose, high-speed tools. 


paring samples for 


NAVY keeping 
AVIATION inventories 
SUPPLY OFFICE in balance 


the 
tech- 
niques to its inventory-control and sup- 


The Bureau has also assisted 


Navy in applying automatic 
ply problems. The data-processing ap- 
plication that is now in operation at the 
Navy’s Aviation Supply Office is a good 
example of better use of present re- 
sources. In the Navy supply system, 
there are some 13 materiel control cen- 
ters, called Supply Demand Control 
Points. These Control Points have cog- 
nizance over certain broad categories 
of materiel. In the case of the Aviation 
Supply Office, the responsibility is for 
aircraft, aircraft engines, and support- 
ing spare parts and accessories. ‘The 
supply replenishment actions used to 
be based on quarterly distribution and 
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LISTEN 


...to RCA quality: Sound 


that keeps your plant humming 





Whether it’s day-in, day-out paging to save steps, or the snap of an 
emergency order... your RCA Sound System delivers performance 
with quality you can depend on. You're in certain touch instantly 
and constantly with your entire operation, from the central control 
console or from the nearest convenient microphone station. 


RCA Sound helps accomplish more, faster on every management 
level. For supervisory personnel, it provides a real communications 
network to relay orders and results between offices, labs, assembly 
lines and warehouses. Executives find it easier to call meetings, 
locate personnel and keep informed on matters of daily adminis- 
trative control. 


To get things done fast, to keep things moving efficiently . .. modern 
plant and office management rates sound systems indispensable. 
Since sound must be reliable, specify the quality name in sound... 
RCA. It’s the sure way to get the most, and the most dependable 
returns from that vital sound-system investment. Clip the coupon for 
the free, informative booklet ‘Sound in Industry.”’ 


SOUND PRODUCTS 


RADIO CORPORATION of AMERICA 


@® CAMDEN, N. J. 











Radio Corporation of America 
Dept. B-282, Building 15-1, Camden, N. J. 


[_] Please send me the full RCA 400 Projector Story 
Please send me the RCA booklet “Sound in Industry” 


NAME 
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FEDERAL TELEPHONY—“‘CERTIFIED BY A WORLD OF RESEARCH” 
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by 19 telephone equipment factories! 


Federal dial intercom enjoys the unique distinction of 
being an internationally developed intercommunication 
system ... combining the most advanced techniques of 19 
automatic telephone switching equipment factories of the 
world-wide International Telephone and Telegraph 
Corporation. 

From North America...South America...Continental 
Europe...the British Commonwealth of Nations...come 
the research, engineering, manufacturing, installation, 
and operating experience built into this outstandingly effi- 
cient system of “desk-to-desk” communication. 

Federal dial intercom is designed to meet all voice 
communication needs of offices, stores, plants, and institu- 
tions... with fast, automatic, completely private telephone 
facilities for 10, 25, and 50 to 1000 or more stations... 
adaptable at will to remotely controlled centralized dicta- 
tion recording equipment. 

Federal is the only intercom system that offers you such 
breadth of experience in global telephony... gives you 
dependability, performance, and transmission quality 
that’s “Certified by a World of Research!” 
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The dial intercom system that’s built 






A DIVISION OF 





Federal Telephone and Radio Company 
A Division of INTERNATIONAL TELEPHONE AND TELEGRAPH CORPORATION 
100 KINGSLAND ROAD « CLIFTON, NEW JERSEY 


In Conada: Standard Telephones and Cables Mfg. Co. (Canada) Ltd., Montreal, P. Q. 
Export Distributors: International Standard Electric Corp., 67 Broad St., New York 


information) 











procurement in accordance with pre- 
dicted demand determined by existing 
inventories and demand for a previous 
quarter. Under this control system, the 
regular quarterly actions had frequently 
to be supplemented by special actions 
prior to the next scheduled distribution 
in order to take care of fluctuations in 
actual demands. In some cases, as many 
as 40 percent or more of the stock trans- 
actions were interim transactions re- 
flecting such unanticipated demands. 

In an attempt to improve the control 
system, the Program Usage Replenish- 
ment System (PURS) technique was 
developed in the hope of attaining a 
more realistic balance between inven- 
tory levels and projected requirements 
based upon program plans. However, 
the introduction of this system for a 
few classes of supply items materially 
added to the computational workload 
at ASO. To extend the PURS proce- 
dure to additional classes of material 
required an even greater workload. 

It was, therefore, reasonable to look 
toward the adoption of electronic data- 
processing techniques as a way of ac- 
complishing this mission more expedi- 
tiously and more economically. The 
data-processing equipment that has 
been installed, the IBM 701 and 702, is 
now working on this job, so that man- 
agement may more effectively control 
the procurement and distribution of 
supplies to meet requirements. 


AIR MATERIEL ‘Falning " 
COMMAND personne or 
electronics 


SSCOCSCSCSSCOCOOCOSCOSOSCSSSOOOCCESEEEES 

The Air Force has had problems of 
computation for mobilization planning 
and for logistics control similar to that 
of the Navy’s ASO. The Air Materiel 
Command is now using and actively ex- 
ploring the further use of computers for 
logistics management. One of the prob- 
lems they face is the development of a 
system which can be expanded during 
an emergency requiring a 
greatly increased staff. The Bureau has 
assisted the Air Force in this program. 
In the first instance, the Bureau assisted 


without 


in the selection and procurement of 
their first automatic processor for the 
Office of Air Comptroller. In the second 
instance, we are helping to assist the 
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Air Materiel Command in training 
their supply and logistics personnel at 
various bases. The interesting aspect 
about this program is that GS-4 and 
GS-5 stock clerks are being given an op- 
portunity to learn to carry out some of 
the programming operations for the 
computer. I have reports that they are 
doing quite well. I might mention here 
that the Bureau has now had consider- 
able experience in training personnel 
to operate automatic electronic devices 
of this sort. I think it is one of the im- 
portant values of our central computa- 
tional and data-processing staff. 


modular 
PROJECT construction 
TINKERTOY of electronic 

equipment 


There is one other important ex- 
ample of work along quite different 
lines. This deals with our work for the 
Navy Bureau of Aeronautics on a sys- 
tem for the mechanized production of 
electronic equipment. 

Che extensive dependence of modern 
military equipment upon electronic de- 
vices led the Navy to seek ways of in- 
creasing its mobilization potential with 
a system which might eliminate some of 
the previously experienced difficulties. 
Important among these difficulties are 
such factors as (1) extreme dependence 
on many sources of supply for compo- 
nents which, during periods of rapid ex- 
pansion of production, can lead to many 
bottlenecks, (2) long lead time neces- 
sary to get large-scale production lines 
for military equipment into operation, 
(3) high degree of variability in prod- 
uct performance characteristics, leading 
to extensive and complicated mainte- 
nance problems particularly for mili- 
tary equipment (various estimates give 
the maintenance costs of military elec- 
tronic equipment as 5 to 100 times the 
initial cost), and (4) extensive depend- 
ence of production tec hniques on hand 
methods. It is a curious anomaly that 
this industry, whose products have been 
widely heralded as making possible au- 
tomatic factories for other industries, is 
in its own production technique exten 
sively dependent on manual labor. Basic 
design systems for the production of 
electronic equipment have changed very 











Punched-card systems also prepare 
Weber stencils to address shipments 


Users of punched card or tape automatic 
accounting machines, including IBM’s 
new Cardatype, can now prepare their 
shipment addressing master with their 
invoice forms or other documents at a 
substantial savings in time and money. 


The Weber stencil, used with a small 
handprinter to address multiple ship- 
ments (photo 3), can be prepared in 
continuous form independently of other 


WEBER MARKING SYSTEMS 





documents (photo 1), or tabbed over 
ship-to area of forms and prepared si- 
multaneously (photo 2). Once. prepared 
with customer's address, stencil is ready 
to be used to address directly on cartons, 
or on labels or tags. 


Shipment addressing is speeded up. Ship- 
ping errors reduced. Clerical time is 
saved. Clip coupon for full details. 
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WANT TO SPEED WORKSHOP 
MANAGEME se 
UP MAXIMUM USE 
OF ELECTRONIC 
OFFICE EQUIPMENT ? 
see page 43 for details about the all new 
WORKSHOP FOR MANAGEMENT 
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Write Today for Full Information... 





Special Offer 





ON 1955 


PHILCO Air Conditioners 






































Exclusive Comfortimer 

Turns Unit ON and OFF 
Automatically at 
as Any Pre-Set Time 


SPECIAL! Some 1955 Philco Air Conditioners feature 
both an Automatic Temperature Control and Built-In 
Comfortimer for complete automatic operation. 


“AyTOMATiE — : oer . 
¢xip DAYS rN Once the Comfortimer is 


set, itturns the unitonand 
off to suit your comings 
and goings; even skips 
week-ends if you wish. 





lar Some Models with 
Activated Charcoal Filter 


Philco also offers you another big ‘‘plus’’—exclusive 
“Odor-Stop” Filter that uses the famous air purifier— 
activated charcoal. It absorbs airborne odors and irri- 
tants in addition to being super-efhicient in trapping 
dust and dirt. It’s another Philco “‘first’’. 








Limited Number 
Available ata 


Big Discount 


It will pay you to find out at once about this SPECIAL 
OFFER. A limited number of 1955 Philco Air Condi- 
tioners, produced at the end of last season, are now 
being offered at big savings. The quantity is not 
large, but if you contact us at once, we will let you 
know what models and sizes are still available. All 


information supplied without any obligation to you. 


PHILCO Leads in 


AUTOMATIC 
FEATURES 


All models included in this offer typify Philco leader- 
ship in quality and automatic comfort. Their proven 
dependability puts them in a class by themselves, 
regardless of price. Next summer will be too late to 
take advantage of this money-saving opportunity. 


Mail This Coupon Today 


PHILCO AIR CONDITIONERS, Dept. N-2, 
C & Tioga Sts., Philadelphia 34, Pa. 


Without the slightest obligation, please rush details of SPECIAL 
OFFER on 1955 Philco Air Conditioners. 


INDIVIDUAL 


COMPANY NAME 


ADDRESS. 
|) ere ZONE 
COUNTY STATE.. 
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little since the mid-1920’s, when the in- 
verted cake pan type of chassis assembly 
was evolved. 

The project consisted of two parts: 
first, the development of a modular sys- 
tem for the design of electronic equip 
ment and, second, the design of auto 
matic machines for processing and 
assembling the components ol the 
modular system. Solution of the first 
was considered essential to the success- 
ful completion of the second since early 
analysis led to the conclusion that any 
mechanized system which would as 
semble conventional components in 
conventional layouts would be unac 
ceptably cumbersome and _ inflexible. 
The modular design system is based on 
a standard building block, a 7%” 
square, notched ceramic wafer. Compo 
nents such as resistors, capacitors, repet 
itive circuit elements, and tube sockets 
are made integral with the ceramic 
building block. These are assembled in 
skyscraper-type structures, yielding a 
standard module for each circuit stage. 
Devising circuit layouts by this ap 
proach involves planning in three 
dimensions rather than the conven 
tional two dimensional approach here- 
tofore employed. These standard build- 
ing blocks and modules are readily 
adaptable to automatic machine meth 
ods. During the assembly, 100°, auto- 
matic testing is provided for compo- 
nents and sub-assemblies. The resulting 
product shows an extremely high de 
gree of uniformity. Flexibility is as 
sured in that a production line can be 
converted in a matter of hours from 
building a civilian type product, such 
as a radio receiving set, to building 
complex military electronic equipment. 
‘This provides an unusual capability in 
standby capacity. Further proof of the 
flexibility is provided by the fact that a 
wide variety of types of electronic 
equipment have been designed tor as 
sembly by the modular technique. The 
modular design and assembly also 
afford an unusual possibility in stand- 
ard packages for sub-assemblies with at- 
tendant simplification of the mainte- 
nance and repair problems. 


These developments were turned 
over to industry about two years ago 
and several companies are now engaged 
in the production of electronic items 
using modular techniques. m/m 
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THIS MONTH’S EXPERT 





Dr. Ernest Dichter, 
President 
Institute for Motivated Research 


Dr. Dichter pioneered the in- 
troduction of motivational tech- 
niques in this country, Almost 
two decades ago, he conducted 
his first study of consumer moti- 
vations for Compton Advertising. 

To date, the Institute has 
conducted more than 500 major 
studies, numerous — packaging 
and advertising tests, and has 
accumulated a library of over 
100,000 individual case histories. 

His staff comprises some 30 
specialists in the fields of psy- 
chology, sociology, anthropology, 
statistics, marketing, and related 
social sciences, plus experts in 
the fields of advertising, promo- 
tions, merchandising, and public 
relations. The Institute is the 
largest firm in its field. 


FEBRUARY 1956 





How to use 


psychological incentives 


Three rules for improved management- 


employee relationships: 


... Gratify their ego 


Mes \anagement must 
provide more than dollars and cents 
rewards in order to get maximum em- 
ployee productivity. “Emotional bonus- 
es’ and “emotional profit sharing 
plans” are just as important to em- 
ployee “morale” as a strictly monetary 
approach to the job. 

A steady rise in our standard of liv- 
ing has resulted in a changed and 
changing psychology of the average em- 
ployee. ‘Today, he is more confident of 
his abilities, and more conscious of his 
contribution to the success of the com- 
pany that employs him. He has ac- 
quired a new self-awareness; he de- 
mands that management recognize his 
identity, and his worth as an individual. 

In our motivational studies for large 
employers (such as the General Motors 
Company and the Jewel Tea Company) 
we have discovered that practical solu- 
tions must, first of all, be psychologic- 
ally practical. Taking into considera- 
tion management’s contributions to 
employee welfare in the forms of high 
wages, bonuses, and __ profit-sharing 
plans, motivational research has had to 
ask whether management has provided 
emotional rewards as well. 

In studies of management-employee 
relations, we uncovered certain specific 
underlying reasons for employees’ atti- 
tudes toward management and toward 
their own work. On the basis of these 
findings, we have been able to establish 
a number of psychologically-valid incen- 


... Be fatherly, not paternal 


tives lor increasing employee efficiency. 

These incentives fall under the follow- 

ing three main headings: 

l. Provide ego-gratification by recogniz- 
ing the employee as an individual, 
and giving him credit for his con- 
tributions to the company’s success. 

2. Provide positive fatherliness, not pa- 
ternalism. 


° 


3. Show creative considerateness. 


Providing ego-gratification 

Ego-gratification is a deep-seated emo- 
tional need. It must be met by some- 
thing more psychologically satisfying to 
the employee than a pat on the back by 
his immediate superior, or his first 
name being facilely recalled by some of 
the “top brass.’” The employee prefers 
to be acknowledged as a distinct indi- 
vidual, who has made a valuable con- 
tribution to his firm’s welfare. 

The extent of the modern employee's 
self-awareness was clearly revealed in 
our Jewel Tea Company study in which 
we explored the effects of their profit- 
sharing plan and bonus system. Jewel 
Tea has a combined profit-sharing and 
individual savings plan aimed at prepa- 
ration for retirement. An eligible em- 
ployee deposits from $1.00 to $5.00 per 
week in the trust which was created by 
the plan. Out of its profits the company 
adds 15% of its net earnings before 
Federal income taxes in excess of a base 
related to the number of preferred and 
common shares of stock outstanding. 











... Be considerate of his needs 


Each year’s company contribution is 
allotted to the individual accounts of 
participating members, half on the 
basis of their earned salary, and half on 
the basis of their individual deposits in 
the retirement fund. 

We were prepared to find signs of 
employee appreciation and gratitude to 
the company for its generous profit- 
sharing plan. Instead, we discovered 
that the employees were giving them- 
selves bouquets for the success of the 
plan. Individual respondents pointed 
proudly to their own qualifications and 
indispensability, completely ignoring 
management's contribution. They felt 
that the profit-sharing plans had been 
made possible by their own alertness 
and contributions to the business. 
Their concern was not so much with 
what the company was doing for them, 
individually, as with getting credit for 
the company’s success. 

Many firms today acknowledge the 
employee’s need for participation and 
recognition of his individual contribu- 
tions by setting up “suggestion boxes”. 
We have found, however, that this pro- 
cedure only widens the psychological 
gap between management and em- 
ployee, providing a source of hostility 
instead of ego-gratification. When the 
average employee drops his idea into 
the suggestion box, it becomes one of 
many competing ideas. Since at least 99 
percent of the contributions are usually 
weeded out and discarded, his will 
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probably wind up in the waste basket. 
This gives him a feeling of rejection, 
and intensifies his hostility. 

In addition to the fact that it frus- 
trates the employee, the suggestion box 
is unable to provide ego-gratification 
because of another basic weakness. It 
puts the management-employee _rela- 
tionship on a formal rather than a per- 
sonal basis. This does not inspire the 
friendl, feeling which Americans (as 
we have found in study after study, 
whether employee, prospective car 
buyer, or housewife) search for in their 
relations with business firms. 

Instead of suggestion boxes, clear 
lines of communication must be estab- 
lished between management and em- 
ployee. The latter’s ego requires that 
his ideas be recognized as worthy of per- 
sonal consideration by his immediate 
superior, or by some other specially 
designated representative of manage- 
ment, who will lend a friendly, sympa- 
thetic ear. 

When these lines of communication 
have been established, even suggestion 
plans are possible, as we discovered in 
our General Motors study. In analyzing 
that company’s employee relations, we 
found that its suggestion plan, against 
the background of a healthy company- 
employee relationship, was very success- 
ful in fostering closeness to the com- 
pany. We suggested that the effect could 
be increased, that greater ego-gratifica- 
tion could be provided, by keeping the 
employee informed as to the point his 
suggestion had reached in the sugges- 
tion plan procedure, thus making him 
feel that he was participating in the 
carrying out of his idea. 

A good relationship between com- 
pany and employee is an essential psy- 
chological ingredient, without which 
there cannot be full ego-gratification. 
This ingredient is a complicated one 
because it involves the employee’s con- 
tradictory emotional needs. He wants to 
be treated as an equal, and he needs to 
be considered the equal of his super- 
visor or other immediate superior. At 
the same time, he wants the other man 
to be his authority, to serve as a surro- 
gate-figure who protects him against his 
own mistakes, or who grants him secur- 
ity on the job. 

When both sides of this contradictory 
coin are offered, we usually find an in- 


crease in employee efficiency. In the 
General Motors Rochester plant, we 
learned that all employees, including 
executives, eat together in the company 
cafeteria. This is a dramatic illustration 
of “equality”, but it is not enough to 
provide complete ego-gratification. The 
executives, in addition, had to prove 
themselves as “superiors”, as leaders 
and father figures. This they did by 
proving reliable, by demonstrating that 
they could take good care of the welfare 
of the employees. For example, in one 
General Motors division, management 
displayed foresightedness in having the 
subway lines extended to reach the 
plant. This did a great deal for em- 
ployee morale by demonstrating that 
they could rely on their leaders. 

The “hitch” in the management-em- 
ployee relationship often occurs at the 
supervisor-employee level. Usually, the 
employee’s immediate supervisor _ is 
someone who had but recently per- 
formed the same job as himself. This 
fact is an immediate and flagrant chal- 
lenge to the latter’s emotional need for 
equality. He resents any authoritarian 
tone that the fledgling “superior” might 
adopt because this deflates his ego. 

The astute supervisor will provide 
ego-gratification by 


“equalizing” his 
own role, by offering his services as a 
“helper’” who knows just a little more 
of the problem than the employee. By 
presenting himself as a tutor and not as 
a boss, he de-emphasizes his change in 
status. At the same time, he assures the 
employee that his own status has not 
been lowered. This will effectively meet 
the employee’s contradictory emotional 
needs: he will have the supervisor avail- 
able as an equal in status and also as a 
superior or father-figure in his role of 
teacher or “expert”. Whether or not the 
supervisor is a former “bench buddy,” 
his recognition of his subordinate’s 
need of equality will usually get the 
same sort of favorable response as a 
Jewel Tea Company manager got from 
one of our employee-respondents: 
“The manager came down to see me 
several times. He is a very nice man to 
talk to and he won’t give you that old 
line. He just comes down and talks to 
you man to man.” 


Establishing ‘‘fatherliness”’ 


Next, we turn to our second incentive 


MANAGEMENT METHODS 


for increasing employee efficiency, post- 
tive fatherliness, not paternalism on the 
part of management. The average em- 
ployee resents management paternalism 
as a denial of his own intrinsic value, 
and as outright condescension (‘‘status 
deflation”). But his deep-set emotional 
need of being taken personally under a 
protective wing, makes possible the 
practice of a kind of positive fatherli- 
ness, devoid of supercilious, ego-assault- 
ing content. 

It is advisable for business concerns 
to install counselling departments to 
lend a fatherly ear to troubled employ- 
ees, and to give them sound, friendly, 
practicable advice. These departments 
should be under the direction of trained 
psychologists and _ sociologists. “They 
should be able to direct an employee 
with a pre-school child to a good nur- 
sery school. They should be in a posi- 
tion to recommend schools at which 
worthy employees can study at company 
expense to better their positions with 
the firm. hese departments should 
provide employees’ children with voca- 
tional guidance. 

Expressions of positive fatherliness 
such as I have suggested above would 
be positive proof that the company 
“takes care of its own” without any ulte- 
rior, profit motive. Many forward-look- 
ing firms have already acknowledged 
the need for that kind of approach to 
their employees, and have achieved not- 
able results in lifted morale and greater 
efficiency. 

Here is a notable example of what a 
fatherly policy toward employee needs 
can accomplish in the way of employee 
enthusiasm for the company. In a study 
we conducted for the Endicott Johnson 
Corporation, one of our respondents, 
ecstatically appreciative, told us: “It 
(Endicott-Johnson) is the greatest in- 
dustrial democracy in the world today. 
They have done more for people who 
work for them—they lead the field in 
helping the working man. They own 
and operate their own 400-bed hospital 
for their employees in the East 
provide their employees with swimming 
pools, golf courses Thousands ol 


homes are bought by employees, 
financed by the company 

One of the acid tests of the positive 
fatherliness that a 


company demon- 


strates to its employees takes place in 
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the area ol o/d age. We have tound that 
all employees are concerned with then 
declining years, but very few find pen 
sions a satisfactory solution. Most want 
to continue to be useful after they have 
reached the retirement age, and feel, as 
one of our respondents sharply but 
pointedly remarked, “If they’re really 
interested, they can make some othe 
job for us that we can handle when we 
get old.” 

Che forward-looking company, truly 
concerned with employee problems—on 
a continuing basis—might organize a 
department of geriatrics, which would 
study the problems of the aged and 
offer them guidance in continued use- 
fulness. In adopting a “geriatric plan”, 
management would be indicating quite 
clearly that its concern with the em 
ployee’s welfare does not end with P- 
Day (the day his pension begins), but 
that it intends to continue indefinitely 
as his fatherly guide to useful living. 


Management’s good intentions 


Our final incentive for increased em- 
ployee efficiency (management's demon- 
stration of “creative considerateness’’) 
takes into account the working force’s 
demand for day-to-day proof of man- 
agement’s good intentions. Employees’ 
fear, suspicion, and distrust of their em- 
ployers have caused them to form a de- 
fensive “armor” of cynicism, toughness, 
and disbelief in management’s motives. 
Their experiences in a rough, competi- 
tive world have hardened them against 
“idealistic”, ‘“‘non- 


their employers’ 


profit’ claims. To counteract these 
negative feelings, management has to 
go out of its way to convince the work- 
ing force that there is no “catch” to its 
good works. A psychologically credible 
way of achieving this, we have found, 
management to 
“creative considerateness.”’ 


is for demonstrate 
This is not always a psychologically 
task. In 
manufacturing firm provided a new 


easy one instance, where a 
parking lot for the convenience of its 
employees, we found that the workers 
wondered if the company hadn’t gone 
to the expense in order to get them to 
work on time and make the change of 
shifts faster. As long as a company 
gesture may be associated with more 
efficient work, the “creative consider- 
ateness”’ is not operative. 
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The General Motors Company 
counter-attacked just this kind of skep 
ticism by installing shoe shine machines 
in the workers’ rest rooms. This was 
creative considerateness, pure and sim 
ple, because management was going out 
of its way to please its employees in a 
manner that permitted no innuendo 
about “ulterior motives’’ and ‘‘mercen- 
ary.” No employee could gripe, “I 
wonder how much they’re making out 
of this deal.” In addition to providing 
a convenience, the company was offei 
ing status gratification. It was acknowl. 
edging that factory workers, after the 
day’s work was done, were the same as 
other American citizens of any income 
group, no matter what the wages and 
salaries were. ‘These workers, too, 
wanted to dress neatly, and to look 
their best. We that this 


company’s demonstration of creative 


found 


considerateness made the index of em- 
ployee morale soar. Similar favorable 
results were achieved when the Readers 
Digest decorated each office in a dif- 
ferent style. Providing new office furni- 
ture, or installing ‘‘coke”’ 
coolers and air 


machines, 
water conditioning, 
works wonders with employee response 
to management. 

No one would be so naive as to sug- 
gest that because modern business firms 
have become aware, to some degree, of 
the employee’s psychological needs, that 
we are now on the threshold of a golden 
era in management-employee relations. 
However, there are signs of increasingly 
better relations as management learns 
more about the underlying psychologi- 
cal motivations that shape the em- 
ployee’s attitudes and response to his 
employers and his job. m/m 
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of plant workers 


Women outnumber men 


5 to 1 in assembly work 


Guus Phe Census Bureau 
reports there are more women “over 24” 
than men. Minneapolis-Honeywell Regu- 
lator Company reports that employment 
in its Minneapolis plants is almost a 
fifty-fifty proposition, with distaff workers 
totaling 5,112, nearly half of the entire 
12,522 enrollment. This number is only 
18% off the 1944 total, when the hiring 
of women was at a wartime peak. 
Further study indicates that the gals 
decisively outnumber the men in one 
work category. It’s a 5 to 1 ratio in favor 
of the women on the assembly lines. 
This is something of a tribute to their 
ability to perform the delicate, precise 
operations required to make intricate 
heating controls, delicate aircraft gyros, 


and other automatic control devices 
manufactured by the firm. 
Feminine representation, naturally, 


doesn't stop in the factory. In addition 
to the customary stenographic and cleri- 
cal office positions traditionally held by 
women, many distaff members capably 
supervise departments, serve as group 
leaders, handle engineering chores, and 
engage in research and other related 
activities. One woman holds a junior 
executive position with the firm. 

Age, too, is another of the traditional 
barriers no longer existing in the Honey- 


well plants. Although the average age 


nor 


of the women is 33, more than 25% are 
over 40, and there are some 345 who 


are in their late 50’s or 60's. m/m 





etiiwy 


AGE and SEX 








Swamped by A Sea 
Paperwork 7 


If your business forms require more 
than one copy, the odds are pretty 
certain that ordinary forms and 
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But don’t abandon ship! 


CALL COLITHO’S FOLIO OF 
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Operation “Maintenance” is an im- 
portant phase in today’s business 
operations. Thousands of Baker 
Scaffolds are in use today helping 
to make housekeeping and mainte- 
nance more efficient and more eco- 
nomical in offices, stores and indus- 
try... workers appreciate their 
efficiency, management appreciates 
the resulting economy. 

Put Baker Scaffolds to work for 
you, in your business! Write for 
Bulletin 567! 


Manufactured by 


BAKER-ROOS, INC. 


602 W. McCARTY ST., INDIANAPOLIS 6, IND. 


FOR ALL 
OFF-THE-FLOOR 
WORK! 
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business 
mands modern methods of evaluating 
production costs, and present day low 
profit margins make it all the more 
important that these cost evaluations be 
at management's fingertips at all times. 
During the past 15 years, we have been 
constantly shifting our accounting sys- 
tems to meet every change cl business. 
This has given us Laster, eusier, cheaper, 
and more accurate figure-keeping meth- 
ods, the net result of which has been 
up-to-date figures that reveal the manu- 
facturing costs of each product we man- 
ufacture. They tell us immediately 
which parts are being profitably pro- 
duced and indicate any operation where 


& 
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= 
ABOVE: Daily posting of cost ledgers 


from job tickets and accumulative totals 
provide factory management with cost 
figures within 24 hours of the actual pro- 
duction operation. RIGHT: This flow 
chart illustrates the tight accounting con- 
trol over labor and material costs. 
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Keeping a daily eye on 


by Arie Start, 


Paymaster, Jervis Corporation, Grandville, Michigan 


it is necessary to tighten the cost belt. 


How it works 


Under a standard cost schedule, the 
initial and 
accounting system is a job ticket, pre- 
pared in the factory time office. This 
ticket contains shift information, part 
number, work center number, standard 
hourly rate for each part per thousand 
pieces, operation number, elapsed time, 


record in our labor cost 


rework, and other data. 

The tickets are sent to the accounting 
department where they are sorted by 
clock number and rated with the in- 
dividual’s base hourly rate. Calculator 
operators then extend the tickets by 


WAGE ACCRUA 



































multiplying the number of pieces by 
the standard hours to get the earned 
hours per thousand. If a machine opera- 
tor has not produced the number of 
pieces under the standard schedule, the 
girl extends actual hours for the day 
rate. This information is then posted 
daily to wage accrual ledgers. The pay- 
roll from. these. 

The job tickets are separated by di- 
rect and indirect labor. Direct labor is 
the cost for work that can be allocated 


is written directly 


to a given part number and account 
number, indirect covers 
costs for all work that cannot be speci- 
fically allocated to a part. 


while labor 


Direct labor costs 

Direct labor tickets are then sorted 
by part number, machine number, and 
shift. Using an accounting machine, an 
operator posts variance ledgers and a 
four-part journal. The operator indexes 
the part number, operation number, 
the number of pieces, the standard 
per thousand, and the actual 
hours of work done. The machine auto- 
matically dates the ledgers and com- 
putes and prints the difference of the 
two times as the time variance figure. 
By indexing the dollar amount of the 
standard rate and the actual amount, 
the variance is printed automatically. 

The machines provide grand totals 
of standard, actual, and variance hours 
and amounts. These totals are made for 
departments, 


hours 


centers, and 
shifts. They are also printed on each 
part of a four-part journal that has 


machine 


been prepared as a_ by-product of 
ledger posting. The totalled journals 
are distributed to the production con- 


trol department, industrial engineering, 
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production costs eoste you 


nothing to use 


WITH LIFETIME MAGNETIC BELT 


Your Choice of Dictating, 
Transcribing or Combination 
Machines—On Rental, De- 
ferred Payment or Outright 





Modern cost accounting procedure provides 


fast accurate information 
































Sale. 
{ OST DISTRIBUTION LEOGER = 
- Get Complete Details Now 
(DIRECT LABOR BY COST CENTER) COST DISTRIBUTION LEDGER —clip this to your letterhead. 
— == SE Peirce Dictation Systems, Inc. 
x enage 2 SOT 7s Bee ~ eee meee ei 5900 Northwest Highway Chicago 31, Ill. 
_* More Than 200 Dealers in U.S. and Canada 
| Peirce Magnetic Belt—Dupont Mylar 
( COST DISTRIBUTION LEDGER \ ; 
| ee (Cirele 134 for more information) 
| AT LEFT: are cost distribu- | a 
ee ae tion ledger sheets for direct SIPACISFINDER FILES REALLY 





~ na and indirect labor notations. 
es The standard cost (in time 
SY and money) is automatically 


TOTAL INDIRECT LABOR FOR DAY reproduced on the same line 
as the actual costs. ABOVE: 
srameane a page from the departmental | 


i—_— re . a I S—— : ledger record. | 
7 7" oe. ed: 
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SAVE TIME, S/?2\G!5 & MONEY 


Independent surveys comparing shelf and 
drawer filing show approximately 50% sav- 
ings in personnel TIME. No time wasted 
opening, closing drawers. 
Spacefinder doors give shelf 
work surface, 















Surveys also show 42-50% 
floor SPACE savings due to 
greater capacity. Only 30- 
inch aisles are needed. 


When you save valuable 
space and costly labor, you 
save MONEY. Doors protect 
against dust, dirt and fire, 
and Spacefinders, since they 


RIGHT ABOVE: A typical 
page in the four-part journal 
provides grand totals of stand- 
ard, actual, and variance 

















hours and costs computed for | c —_ are welded, can be moved 
a A ae OST LEDGER : ® 
machine centers. BELOW: he with contents intact. 
Three cost ledger cards which : 
note standard. actual and ; I 
variance amounts. i 
a 3 YY | ' Tab Products Co., 57 Post Street, San Francisco 4 
| () Send complete information on Spacefinder Files 
| | © (FOR PUNCHED CARD USERS) Send Catalog 7 
ine ws j describing your complete line of tabulating 
q | | accessory equipment 
ewan a 4 
EDGER | | name pesrhes 
| Lo. 6 
ret Sui *_[ veces Ts aa = i me ee city zene tate 
' 
\ (Circle 147 for more information) 
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plant manag r,and department loremicn. 

Phe journal shows the clock number, 
part number, earned and standard 
hours, and earned and standard pay, 
with variances. This information en 
ables the department foreman to « heck 
performances on parts and employees 
the day following the actual operation 
It enables the industrial engineering de 
partment to review performances on 
piece rates and immediately investigate 
sub-standard operations. It enables the 
production control department — to 
schedule work into various machine 


centers by maintaining a history of per- 


DO IT THE SENSIBLE 


STEN-C-LABL 


WAY! 






ve TIME... 
SA cosTlyy 


--- addressing 
multiple shipments 
as by-product of 
office procedure 













@@ STEN-C-LABLS pre-tabbed to continuous 
forms being addressed on IBM tabulating machine. 


STEN-C-LABL being prepared on » 
manual typewriter. 

STEN-C-LABLS CAN BE ADDRESSED ON 
ANY TYPE OF OFFICE EQUIPMENT: 

@ on manual typewriters 

@ on electric typewriters and billing 

machines 

@ on electric accounting machines 

@ on Card-o-type 

@ on Teletype 

@ on Flexowriter 


STEN-C-LABL, INC. 


2285 UNIVERSITY AVENUE, 





STEN-C-LABL WAS 


@ a stencil to be tabbed on unit or continuous 
office form 

@ a continuous stencil for addressing multiple 
shipments on manual and electric type- 
writers and electric accounting machines 





RST +0 DEVELOP: 


centage performances lor luture sched- 
uling of work loads. Finally, it keeps 
the plant foreman constantly informed 
on over-all departmental efhciency. 
Potals from these journals eliminate 
the necessity of a second run of the di- 
rect. labor tickets to get necessary 
accounting information. Totals by cost 
centers (a cost center may comprise as 
many as five machine centers) are 
posted from the journal to “to-date” 
ledgers for direct and indirect labor. 
We also check totals of the cost ledgers 
against totals of the wage accrual cards. 


The direct labor tickets are totalled 


With STEN-C-LABLS, you actually elim- 
inate several steps in the usual multiple 
addressing process. The STEN-C-LABL 
is addressed at the same time as your 
invoice, order or bill of lading, what- 
ever your procedure or equipment. 
Addressing errors, mis-shipments are 
avoided. 

STEN-C-LABLS are sent to shipping 
department securely fastened to ship- 
ping copies. Shipping department 
makes unlimited impressions direct to 
PANL-LABL on carton with STEN-C- 
LABL applicator. You save the cost of 
buying gummed labels and the time to 
address and fasten to carton. 

Thousands of dollars are being saved 
by present users by eliminating office ad- 
dressing of shipping labels and cutting 
costs on handling of multiple shipments. 


Learn how STEN-C-LABLS can help 
solve your multiple shipping problem 


Write TODAY for FREE brochure show- 
ing detailed operation and actual 
installations 


ST. PAUL 14, MINNESOTA 





@ a tabbed-type stencil which can be cut 
through the ribbon 


@ the SQUEEZE-FEED type of applicator 
@ and advertise the PANL-LABL idea 











(Circle 175 for more information) 
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at the end of the month and a report 
is prepared by product class (retrigera 
tor hardware, relrigerator door mechan- 
isms, etc.). This report carries the part 
number, standard dollars, variance dol- 
lars, and percentages of the variance to 
standard. ‘This percentage by part num- 
ber is accumulated over a three-month 
period and again reviewed. 

The standard cost schedules are re 
vised, if necessary, to show the actual 
percentage of performance to standard 
as an added cost, because direct labor 
variance is not included in standard 
overhead cost. When estimating a job, 
the variance history of the product class 
is added to our estimate as an added 
cost. Alter the three-month history is 
arrived at, the product variance cost is 
an actual part number percentage. 

On indirect labor, the tickets are 
sorted by department, machine center 
(where possible), and account number. 
The indirect labor accounts include 
direct labor variance, rework, extra 
operation, and die repair. These ac- 
counts are posted on the accounting 
machines to indirect labor ledger sheets 
by account number. A report for in- 
direct labor is prepared at the end ol 
the month in the same manner as the 
direct labor report, with the cost by 
cost percentage. These percentages are 
applied to the standard cost card in the 
same way as the direct labor variance 
cost is figured. 

We are attempting to determine an 
accurate part number cost under a 
standard cost program. The exceptions 
which cause the greatest cost difference 
between standard and actual costs are 
segregated and applied as a percentage 
factor by part number. This system 
helps determine which of our products 
or parts are sub-marginal, and indicates 
where to take corrective measures. 

By systematically organizing this 
work, and making a single accounting 
machine operation perform as many 
cost functions as possible, we are able to 
accumulate cost information while still 
gaining complete labor distribution for 
our general books. In fact, our books 
are now closed by the fourth or fifth 
working day after the end of the month. 
The system is so fast, simple, and ac- 
curate that our three machine operators 
easily post 3,000 labor tickets a day. 

For more details, circle number 232 
on the Reader Service Card. 


HELP YOUR 





WAYS T0 GUARD 


YOUR HEART 





1. AVOID SELF-DIAGNOSIS 


In case of doubt see your doctor. 


gee 





2. AVOID WORRY 


Worrying cures or prevents 
nothing. 





3. AVOID OVER-FATIGUE 


When you rest or sleep, your 
heart’s work load is lightened. 





os 


4. AVOID OVER-EXERTION 
Exercise in moderation, particu- 
larly if over 40. 





5. AVOID OVER-WEIGHT 


Excess weight loads extra work 
on your heart. 


® 


6. SUPPORT YOUR HEART FUND 


Your contribution advances the 
nation-wide fight against the 
heart diseases through research, 
education and community heart 
programs. 


HELP YOUR 


HEART FUND F HEART 





MANAGEMENT METHODS 





F¢ 





‘/ love my New Order Desk. 
! find or file an Order or a 
Master in Seconds ! 


My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk" 










WASSELL CORRES-FILE 
ORDER DESKS 

give finger tip control of all records. 

Cards and correspondence or orders 

can be mixed. All records instantly 

available. 


Fue DESCRIPTIVE CATALOG 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


Circle 180 for more information) 


CLARIN COTO oenee 


make valuable space 
serve many | 
purposes |= maul 

] 

ail 

MEETINGS TRAINING CLASSES 


e®e@eeeeeee 6 @ ff Jeeese*s#8es es és 
FOOD SERVICE . LOUNGE USE 


lian 


Ww 


Illustrated is Clarin 
No 318W. one of 
65 individual models complete jin 


The easy solution to rising building and ° 
to make a single room into a genera 
With CLARIN Folding Chairs any 

easily accomplished. CLARIN Chairs f 
their own frame—save 30 to 40 


pared to ordinary tubular folding chair 


CLARIN MANUFACTURING CO. 


Dept. 47, 4640 W. Harrison St., Chicago 44, Ill. 





(Cirele 111 for more information) 
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office workers 
could hire 
their own 
bosses... 





ee =f office workers could hire 
their own bosses, what would they be like? ‘To 
find the answers, the National Office Manage- 
ment Association—bosses themselves—ques- 
tioned 6,537 office workers all over the United 
States and Canada. Based on the study, the 
following composite picture of the “ideal boss” 
has been put together by NOMA officials. 

He is a man between 40 and 49 with a high 
degree of managerial skill who is eminently 
fair to workers with a good deal of common 
sense. Where there are a lot of older women, 
he should also be possessed of a particularly 
high degree of intelligence. Where there are 
a lot of young women, on the other hand, an 
understanding nature is a big help. Experience 
is desirable but not absolutely essential, except 
to older men, perhaps. He doesn’t have to be 
very energetic—as a matter of fact, laziness 
isn’t held against him, and he doesn’t need 
much of a sense of humor unless he has a lot 
of older women under him. If he is impatient, 
most of the workers won't mind, but they 
won't stand for his being unjust. They want 
him to be ready with a pat on the back for 
good work, and to sort of let people know 
what’s going on in the business. 

In offices where there are a lot of young 
people, a boss with a “superior sort of an 
attitude” has several strikes against him; where 
there are a lot of older workers, lying is ab- 
solutely “out.” While most workers don’t care 
whether the boss is lazy, or late for appoint- 
ments, they don’t like to see him put things 
off either where they are concerned, since most 
workers don’t want to work under pressure to 
make up. Grouchiness makes the boss un- 
pepular with the young women, and a ‘know- 
it-all’ attitude among the men. Only the olde1 
women seem to worry about his appearance. 

While he shouldn't be too stuck-up to call 
workers by their first names, they don’t mind 
too much if he wants to be ‘‘mistered’’. Most 
workers, particularly the younger women, can 
take stubbornness in their stride, while the 
older workers don’t hold a tendency to 
“temper” against a boss if he is all right in 
other ways. m/m 








y Your own voice automatically 
operates the talk-listen 
control for you! 








Now sea Pi at i. 


cate “privately” and 
“selectively” without either, 4 j wigs 
party operating controls. ~ | (fi = 


TALK-A-PHONE Super Chief 


The Automation Intercom System with the “Built-in Brain” 
featuring 


e BUILT-IN AUTOMATION e MULTI-MAGIC SELECTOR 
e AUTOMATIC TRAFFIC CONTROL «© CONFERENCE CONTROL 
e AUTOMATIC REPLY e AUTOMATIC MONITORING SIGNAL 


SAVES TIME! SAVES STEPS! SAVES MONEY! 


Instant, direct 2-way speaking contact with any department—-sales, 
engineering, personnel, shipping, anywhere—without anyone leaving 
work. Talk back and forth instead of walking back and forth. A depend- 
able servant you can well afford. 


From 2 to 100 stations, it’s TALK-A-PHONE ... 


For complete literature and details write... 


TALK-A-PHONE CO. 


Dept. M-2, 1512 S. Pulaski Road 
Chicago 23, Illinois 





(Circle 148 for more information) 


VEEDER-ROOT 


VARY-TALLY 
... the “Keyboard Counter” of 1,001 uses 


This multiple-unit reset counter can be used on any- 
thing from estimating to inspection. Individual unit is 
1%.” long, 214” deep, 1%” high. May be assembled 
in almost any numbers and arrangements in single 
units to banks of 108. 
One turn of knob resets 
to zero all the counters 
in any horizontal bank. 
Easy to operate and read. 
Veeder-Root quality 
all the way through 
Write for fact 
sheet and prices. 
Veeder-Root 
Inc., Hartford 
2, Conn. 























‘ mes 


“the Name that Counts’ 


(Circle 151 for more information) 
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Toronto, Montreal 





shes 
alll set ! 


Egry 
Allset Forms 
are “‘all-write”’ 
with her 


It's all writing and no more 
. « « wasteful carbon-stuffing 
«+» « time-consuming jogging and adjusting 
+ » «MO more smudged, messy copies 


She's allset with her boss too, because she turns out nearly 
twice as much work as before and he likes the clean, 
legible copies. 


Egry Allsets will set right with you too. They're single-set 
forms of from 2 to as many parts as needed with inter- 
leaved one-time carbons glued together in stub. Available 
in many standard sizes or custom-tailored for your business 
system. 


Send for a sample kit of Egry Allset forms today. 
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THE 

EGRY 
REGISTER 
COMPANY 


DAYTON 2, OHIO 
Leipsic, Ohio « Los Angeles 


EGRY CONTINUOUS FORMS LTD. 


(Cirele 120 for more information) 





thought 


starters 





Thought Starters deal with a “practical solution to a management problem.” The 
Editor invites contributions—which are paid for at our normal space rates. 
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Processing sales correspondence 
saves firm both time and money 

The use of photocopies of inquiries 
and other customer correspondenc« 
provides a means of passing informa- 
tion to field salesmen quickly and at 
low cost. The method has saved Walter 
N. Steele, San Francisco representative 
for a manutacturer of grain and seed 
proc essing equipment, from one to sev- 
eral days in transmission time. 

By simply copying the original letter 
and writing a brief note of instruction 
on it, they not only get the fastest pos- 
sible action, but give the salesman an 
exact duplicate of the original so that 
he has the best and most complete pic- 
ture of any situation. 

The Steele organization has a San 
Francisco home office and four field 
sales engineers in branch offices at Los 
Angeles, Denver, and Twin Falls, 
Idaho. They represent nine manufac- 
turers; Operations cover eleven states. 

In the past, the practice had been to 
have copies typed of all important let- 
ters from customers. Similarly, if an 
account asked a question about an or- 
der, the San Francisco office had to 
write a letter to the salesman about the 
matter. Copying of this sort—of all types 
of correspondence with customers and 
prospects—used to require a full-time 
typist in the home office, and even then 
there was occasionally a backlog which 
would hold up important copies for 
some time. 

With the new photo-copying system, 
this work can usually be cleared up 
within the first hour after the office 
opens. Because of this, it is estimated 
that the photocopy machine was paid 
for in the first 45 days after it was in- 
stalled in the office. 

The whole photocopy process takes 
well under a minute for each dry, 
ready-to-mail copy, and several can be 





made from a= single matrix—Steele’s 
S 


office averages three to four copies ol 
each original. 

An unexpected saving incident to 
this method of handling inquiries has 
been a reduction of at least 50°) in 
the telegraph bill. In the past, if an 
ordered item was unavailable or some 
other message had to be sent quickly to 
a customer, the office wired the sales- 
man immediately. Now, with the speed 
of photocopy replies, telegrams are un 
necessary in many cases—and the sales- 
man knows more about the situation 
because he has an exact copy of the or- 
der or letter with notations on the 
status of the matter. 


For more photocopying information, 
circle number 244 on the Reader Serv- 
ice Card. 
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Weekly film series 
offered free to business groups 


Business organizations can obtain 
free weekly film programs, dealing both 
with entertainment and informational 
subjects. These can be shown, for ex- 
ample, to employees during lunch peri- 
ods, at sales meetings, and at foremen’s 
club meetings. The series is called 
“Dateline: America,” and is made pos- 
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sible as a public service by leading 
American industries, associations, and 
various foundations. 

The program works in the following 
manner. Each week a number of 16mm 
films are sent to each of the subscribing 
organizations. For example, one pro- 
gram is headlined by a film about a 
non-stop trip to California. 
program centers 


Another 
around the famed 
race, the Indianapolis 
“500.” Other subjects in the series deal 
with sports, hobbies, 


automobile 


do-it-yourself, 
human interest topics, industry, history, 
and many others. 

Scheduling will be fitted to the re- 
quirements of the 
will be 


Films 
semi-monthly, 
on a_ specific 
only 


subscriber. 
monthly, 
desired, 
basis. The 


sent, 
weekly, or if 
irregular cost to the 
subscriber is the postage charge. 

kor more information, circle numbe 
245 on the Reader Service Card. 
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Company substitutes 
vacation for bonus 


Two three-day weekends in a row, 
plus the impending low holiday pro- 
duction, prompted the management ot 
the Coleman Instruments Company to 
offer their employees a 10-day vacation 
with pay, instead of the usual cash 
bonus. The question was put to the 
employees, and they voted most unani- 
mously for the vacation. 

The company says the extra cost has 
been more than balanced by increased 
morale, elimination of a poor produc- 
tion period, and the saving of the usual 


Christmas bonus expense. 
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New literature of interest 
to management 


MatcH BooKLet OUTLINES 
ADVERTISING CAMPAIGNS 


Main purpose of a colorful booklet 
called “Let’s Start From Scratch’, is to 
list suggestions for methods of book 
which will aid the 


match advertising 
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IT FIGURES! 





FOR MORE INFORMATION on how you can cut your figurework costs, call the 
local MARCHANT MAN or mail this coupon with your business letterhead for free... 


MARCHANT CALCULATORS, 


ARCHANT 


4 whem tbs 
MODEL 10EFA 


Finest... fastest... 
most versatile 

for volume 
figurework 











TO MEET ANY 


CALCULATING NEED 
A MARCHANT'S YOUR BUY! 


MARCHANT 

“LIVE-TAB”’ 

Yuremib es 
MODEL AB1OFA 


Exclusive special 
features for 
engineering, 
scientific and 
statistical 
figurework 


TO SUIT ANY 


OPERATOR Mauaientiee 
A MARCHANT'S YOUR BUY! 


TO FIT ANY 


BUSINESS BUDGET 
A MARCHANT'’S YOUR BUY! 


MARCHANT 
froune waric 
MODEL 10ADX 


Simplicity of 

operation and 

economy...with 

Marchant’s 

most advanced 
features and 

) accuracy controls 


MARCHANT 


AMERICA’S FIRST 


Index to Modern Figuring by Marchant Methods. . [] 
a D-1 


INC. + OAKLAND 8, CALIFORNIA 


(Circle 169 for more information) 
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IN THE BEVERLY HILTON 
those heavenly carpets by LEES 


Read how LEES CARPETS add 
glamour and graciousness to 


America’s newest luxury hotel 


CASE HISTORY: In one of the most 
glamorous settings on the globe, the 
new Beverly Hilton of Beverly Hills 
welcomes its guests with beautiful 
Lees Carpets providing the decorative 
foundation for most of its public 
spaces. 


INSTALLATION: Lees Commercial 
Carpet experts worked closely with 
David T. Williams, head of the 
Hilton Decorating Studios, engineer- 
ing and designing carpets built to 
specific Hilton standards, and incor- 
porating unique pattern and color 
innovations to suit the lavish decor. 


60 


EXAMPLES: 


e STAR ON THE ROOF Cocktail Lounge 
dazzles guests with a stunning Lees 
textured carpet, combining vari-color 
metallic threads that blend with the 
stars above and the sparkling lights 
of Beverly Hills below. 


e L’ESCOFFIER, the de luxe dining 
area, is designed around a blue geo- 
metrically patterned carpet by Lees. 
e CORRIDORS: Use of different col- 
ored Lees Carpets in connecting cor- 
ridors creates a dramatic yet warm 
and restful effect. 
(Circle 167 for more information) 
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hen CARPETS 


For further 

| information 
on how Lees can 
work with you on 
purchasing carpet 
for any business need, 
please write to 
James Lees and Sons 
Company, Bridgeport, 
Penna., Commercial 
Carpet Division. 


e LOBBIES AND EXECUTIVE SPACES 
feature the rich gold Lees loop-piled 
carpet shown above. The Saray 
Room, Nordic and Cadoro Room and 
The Traders use custom designed 
Lees Carpets for distinctive, special 
and tasteful effects. 


Norte: In every public space, good 
carpet means good business. Lees de- 
signs and makes commercial carpets 
for every budget and business require- 
ment. Lees Carpets are a practical, 
long-term investment in terms of hos- 
pitality, attractiveness, and service. 


average business man in planning ad- 
vertising campaigns. It contains infor- 
mation about the various sizes of match 
books, how to utilize the different 
covers to their best advantage, the 
benefits of advertising on the inside 
cover, and numerous ways of packaging 
and displaying match books. 


For a free copy, circle number 
240 on the Reader Service Card. 


GETTING PERSONAL IN 
REPETITIVE CORRESPONDENCE 


A new 16-page illustrated booklet en- 
titled “Quality with Quantity”, presents 
techniques and tips on injecting the 
personal touch into repetitive corre- 
spondence or direct mail promotion. It 
covers such subjects as the advantages 
of the personal letter, cost comparisons 
of automatically typed and hand typed 
letters, the carbon follow-up technique, 
and information on the reply card. 


For a free copy, circle number 
241 on the Reader Service Card. 


New MANUAL ANSWERS QUESTIONS 
Asout REcorD STORAGE 


Questions concerning record reten- 
tion, record storage, and record de- 
struction are answered in a new 28-page 
booklet entitled “Manual of Record 
Storage Practice.” 

It reflects the record storage practices 
of a large number of commercial and 
industrial firms and financial institu- 
tions. With this guide, tempered by 
individual needs and requirements of 
your firm, you can readily set up a 
retention plan covering your records. 


For a free copy, circle number 
242 on the Reader Service Card. 


PENCIL SELECTION GUIDE 
AVAILABLE TO OFFICE MANAGERS 


A guide for purchasing agents and 
office managers in selecting pencils is 
now available in a booklet published 
recently. It explains the fundamentals 
of pencil quality, degrees of hardness, 
and the economy of various types of 
black and colored pencils for general 
checking, marking, and steno use. 

How to select copying pencils for 
manifold forms, legal forms, and dupli- 
cating machines is also explained 


For a free copy, circle number 
243 on the Reader Service Card. 
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The author, using a pointer and a scaled layout, is 
shown outlining details of proposed departmental 
space requirements to members of Connecticut 
General’s building committee. 


by Malcolm F. Hood, 


Ass’t. Secretary, Connecticut General Life 


Insurance Co., Hartford, Conn. 


How to program 





the construction of a new office building 


The new Connecticut Gen- 
of the 
highly publicized business buildings in 


QUESTION: 


eral home office is one most 
the nation. As a member of the plan- 
ning committee, what, in your opinion, 
is the single, most difficult problem a 
company faces in planning a building? 
ANSWER: Before I first 


qualify my remarks by reminding you that 


answer let me 


our building is not yet a reality. We have 
developed a number of new planning 
techniques, the most important of which is 
the use of a mock-up, but our building 
isn’t “built.” In answer to the question, 
however, I think I can say that uniformity 
in decision—agreement from all those con- 
cerned that a new building not only is 
needed, but that each individual decision 
thereafter is an economical and satisfactory 
solution—is the difficult problem we faced. 
QUESTION: Then the actual planning 
is not as difficult as getting a meeting of 
the minds among the top officers. 


MR. M. F. HOOD joined the Connecticut Gen- 
eral Life Insurance Company in 1925. He 
was named Assistant Secretary in 1949 and 
has held that post since. The company’s pro- 
posed new building, which he discusses 
here, has provided several much discussed 
innovations. Chief among these is the 
Mock-Up for pre-testing matertals and con- 
struction details (See MANAGEMENT METHODS 
Magazine, November 1955). 
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ANSWER: 


with a group of informed and interested 


That is a little strong. Dealing 


executives is a problem, of course. But, 
when you consider the alternatives open to 
a company after the initial decision to 
change our quarters, I think our Commit- 
tee Method worked out very well. For ex- 
ample, a company can rent additional 
office space, rent a new building, build 
for itself and tenants, add a building to 
existing space, etc. The initial investment 
in a new building is tremendous, and no 
company officer makes the decision to spend 
large sums of money lightly. 


QUESTION: 
tee Method.” Do you mean all building 


You mentioned a “Commit- 
decisions were made by a group? 


ANSWER: 


ing committee which reviewed all recom- 


Yes, we set up a senior build- 


mendations and made the final decisions in 


cases where alternatives were indicated. 
Basically this is the approach we used to 
solve all planning problems. 

QUESTION: Wouldn't it be a lot more 
practical—and easier—to hire experts to 


make complicated decisions? 


ANSWER: 


complicated as the company decides to 


These problems are only as 


make them. Of course, a firm can place the 
whole problem in the hands of the archi- 
tect and designers, if it so chooses. Then 
can say, in effect, “Here’s what we need. 


Build the building the best way you know 
how, and when finished, we’ll move in.” 
QUESTION: Apparently you don’t feel 
this kind of solution can really meet 
the needs of the company? 


ANSWER: 


sibly it may. The interpretation of needs 


That is the real question. Pos- 


by an architect may be perfect. But if a 
company has unusual space and_ layout 
needs, not easily understood, I would say 
that, in the face of an expenditure of 
several million dollars for a new building, 
its executives should stay as close to con- 
struction details as possible. 


QUESTION: 


build has already been made, what 


Let’s say the decision to 


should a company do next? 


ANSWER: The first thing to do is to 
select a building committee for the im- 


portant decisions of policy. In our own 
case, we had a committee of six vice presi- 
dents with the company president acting 
as chairman. To supplement this manage- 
ment committee, we next appointed a 
junior executive committee to tackle the 
operational problems directly. Their func 
tions were to do the research and prepare 
the facts necessary for the senior manage- 
ment committee to use as the basis of their 
many decisions. 


QUESTION: What 


about architects 


and construction firms? The selection of 
a firm isn’t easy. How did Connecticut 
General make this choice? 


ANSWER: We were guided by two general 
rules: price and the quality of previous 
work. Naturally, several competitors will 
bid for a job, and final choice is hard. In 
our own case, we picked the firm of Skid- 
more, Owings, & Merrill as architects, and 
the ‘Turner Construction Company as gen- 
eral contractors. You may also wish to hire 
structural and mechanical engineers, as well 
as consultants on such items as acoustics 
and lighting. 


QUESTION: With the team complete, 
could you outline how your Committee 
Method worked, including its relation- 
ship to these outside organizations? 


ANSWER: First, to complete our team, we 
added a well qualified building materials 
consultant as advisor to the building com- 
mittee. To integrate our organization, the 
secretary of the committee 
became chairman of the junior or working 
committee. This that one man is 
aware of all pending matters and it keeps 
the communications between the groups in 
Both 


liaison 


Management 


means 


good 


working order. architect and 


contractor have 


men who relate 
their work to each other and who coordi- 
nate their efforts with our own organiza- 
tion. This small but important nucleus 


refers special questions or problems to our 
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A “Standard” 
File isn’t right 
for oversized 
forms—they’re 
too big! 
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It’s just as 
bad for 

Index Cards— 
they’re 

too small! 











* Letters 





But there’s a STEEL AGE File 
especially designed for every 


business form, including— 


* Legal Documents 
* Index Cards 
* Tabulating Cards 


* Fingerprint Cards 
* Invoices 

* Checks 

* Microfilm 








See your Steel Age Dealer soon. 
He'll show how “‘Form-Fitted”’ Filing Units 
can save you time, effort and money! 


Send for this helpful File Selector 


ay 






**The Quality Choice 
of Modern Offices” 


Branch Offices: 


Atlanta + Boston + Chicago 
Dallas + Detroit » New York 
Oakland + Philadelphia + Seattle 
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consideration via the junior committee. 


QUESTION: How often do these groups 
meet? 

ANSWER: Both company committees 
normally meet once a week—oftener if 


needed—as separate committees or jointly. 
Monthly, the committees and our materials 
consultant meet with the architect and gen- 
eral contractor. The engineers and special 


consultants attend these meetings as needed. 


QUESTION: 


cial or emergency issue comes up which 


What happens when a spe- 
needs immediate attention? 


ANSWER: 


telephone are 


Items that can’t be handled by 
likely to 


agenda of the next large monthly meeting. 


appear on the 


If they are pressing enough, they get 


special, prompt handling. 


QUESTION: What is the next step in the 
planning operation? 


ANSWER: To select a site, if you have 
not done so by now. In our case, we had 
already obtained a 268 acre tract in subur- 
ban Hartford, Conn. However, I imagine 
it is equally efficient to select the site after 
the team has been named, if you know the 
general area you want to be in. In spite 
of the fact that we owned that tract, we 
studied a dozen or more others. Our site 
influenced the decision to build a_hori- 
zontal type building, which, at the same 
time, we found to be more suitable to the 
insurance business. 


QUESTION: 
selection of one building design over 
another? For example, a one story struc- 
ture instead of multi-stories? 


How do you decide on the 


ANSWER: That is where the building 
committees operate. They are responsible 
for such decisions. For example, to deter- 
mine the type of building most desirable, 
the committees 


examined the criteria 


shown in (Figure 1). 


ing committee use these criteria as the 
basis for their research? What did they 
actually study? 


ANSWER: 
research: to establish work flows and to 
determine space requirements. Work Flow 
was the basis for the first line of research 


There were two chief lines of 


because it contributed to layouts and space 


—— > O_O 


DETERMINING FACTORS 
FOR MATERIAL DECISIONS 


FIGURE 1 


1 Higher initial cost vs. 
higher maintenance costs. 


2 Departure from maximum 
efficiency in favor of employee 
comfort. 


3 Clear-span space vs. columns 
(and the cost picture.) 


4 Flexilibity vs. cost. 


5 Financing (location, ease of 
conversion, etc.) 


WORK FLOW MEASUREMENT 
FIGURE 2 


1 Identify all such flows. 


RO 


Determine their points of 
departure and arrival. 


Count the items. 
Count the batches. 


Weigh the batches where 
significant. 


Identify and measure all types of 
containers used. 


wd oo Gi & Go 


Make intensively statistical 
studies which permit us to apply 
logic to layout and conveyor 
problems. 


waa aa wae a Wa a wa ae a wa wa an a 


needs as well as to the automatic conveyo1 


needs we anticipated. We manufacture 
“paperwork” and our production must be 
geared in much the same way as in modern 
light industry. The committee established 
the following pattern for examining our 
procedures (see Figure 2). Next, we had 
to face the second of the two chief lines 
of research—future space requirements. 
Connecticut General used a very careful 
and exacting method to answer this ques- 
tion. We established two separate units, 
one to estimate future requirements by 
interviewing all department heads and 
executives. The other examined income, 


assets, sales, personnel, and other vital 
records and made statistical projections of 
future requirements. Of course, in the in- 
terviewing, the questions were all prede- 
termined. We considered such matters as 
units of work produced, future policy 
changes and other factors which might 


increase or reduce space and layout re- 


MANAGEMENT METHODS 


quirements of the plant. 
QUESTION: For how many years in ad- 
vance should one plan a building? 


ANSWER: 1 can’t answer how many years 
any given company should plan ahead. 
It’s a variable from industry to industry. 
It’s dependent on the advances of science 
and technology, and the attitudes of sep- 
arate managements. We made our first 
estimate for five years from the date ol 
our research, and another for 10 years after 


that, giving us a 15 year building program. 


QUESTION: You said you established 
2 groups to do the space study. How 
did your two individual studies of space 


requirements ce ym pare? 


ANSWER: Surprisingly well. The two 
estimates were only 2 percent apart on 
personnel and 10 percent on space! On a 
15 year estimate, the compatibility of r¢ 
sults was amazingly gratifying. We even 
found explanation for the 10 percent dis- 
crepancy on space estimates. The group 
which gathered its facts from department 
heads was informed of expansion plans 
and used this information in its presenta- 
tion. The group working with past per- 
formance records had no access to this in- 
formation and consequently could not in- 
clude it. 


QUESTION: How did you actually re- 
late this statistical material to future 
requirements? 


ANSWER: We incorporated this data into 
our report to our architect with other 
Statistics as to our desired space allocations 
for all classifications of employees, charts 
on the desired proximity of departments, 
requirements for maintenance, and special 
area needs. 

QUESTION: Is it practicable for a com- 
pany to give such detailed orders to an 
architect? Is it possible for him to con- 
form exactly to a set of rules as rigid as 
these appear to be? 


ANSWER: The answer to the first part of 

this question is “‘yes’—to the second part, 
“probably not.” We didn’t intend these 
instructions as “rules,” but rather as guide- 
posts. It is almost impossible to transform 
abstract ideas into a physical model which 
accommodates each one. These guideposts 
left no doubt of our objectives in the mind 
of the architect, our main concern. m/m 
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New, Unique Installation of Acousti-Celotex Tile 
Permits Completely Flexible Integrated System 






Sinclair Oil Building, 155 North Wacker Drive, Chicago 
Owner: John W. Galbreath & Co., Inc. © Architect: Holabird & Root & Burgee 
Builder: Turner Construction Company @ Acoustical Contractor: James L. Lyon Co. 


Ale. 


Sinclair Oil’s New Chicago Headquarters... 
Sound Conditioned, Light Conditioned, Air Conditioned 


Throughout the 200,000 square feet of this outstanding Celotex Tile checks routine noise of machines and con- 
new Chicago office building, the use of Acousti-Celotex versation in general and private offices, corridors and con- 
Mineral Tile on the Acousti-Line® Suspension system, ference rooms. The result is reduced error incidence, less- 
achieves three purposes: Besides completely sound con- ened overtime, an overall increase in productivity. 


ditioning every office on every floor, this efficient system 
allows complete flexibility of lighting fixtures and air con- 
ditioning diffusers. 

Light fixtures may be taken out or relocated, direction 
of lighting changed. Air diffusers and ducts, in fact any 
ceiling element can be rearranged with minimum labor to 


Easily Maintained—Once installed, Acousti-Celotex Tile 
requires no special maintenance thereafter. It is of high 
sound-absorption value, has a surface of unusual beauty. 
And it can be washed repeatedly and painted repeatedly with- 
out affecting its sound absorbing properties. 


suit the needs of the occupants. Because of exclusive * Acousti-Celotex incombustible Perforated Mineral Tile 
Acousti-Line® Suspension, easy removal of tile at any is installed on the Celotex Acousti-Line® Metal tis gee 
point in the ceiling provides immediate accessibility to Ceiling, where tiles, light fixtures, and air diffusers become 
above-ceiling space for servicing utilities. piste en: parts of the ceiling. When a new arrange- 

: ment is desired, units can be quickly, easily, economically 
improved Employee Efficiency—A ceiling of Acousti- relocated. 





Acousti- (ELoTEX FOR FULL DETAILS on the complete line 


neaisrenco U. S. PAT. OFF. of Acousti-Celotex products, 8% write 


XE ; hen! - to The Celotex Corporation, Dept. MM26 
VL 120 S. La Salle Street, Chicago 3, Illinois. 
TRADE WY MARK 


Products for Every Sound Conditioning Problem 


THE CELOTEX CORPORATION, 120 SOUTH LA SALLE STREET, CHICAGO 3, ILLINOIS 
IN CANADA: DOMINION SOUND EQUIPMENTS, LTD., MONTREAL, QUEBEC 


(Circle 109 for more information) 
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Your Reception Room 


HARTER CORPORATION, 
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INDIVIDUAL CHAIRS ADD TO THE 
LOOK OF HOSPITALITY AND SUCCESS 


First impressions are good —and lasting—when you compliment 
your visitors with the fine appearance and comfort of Harter 
chairs in your reception room. 


With these chairs you can enhance the color scheme of your 
offices. You choose from a wide range of colors in leather, fabric 
or plastic upholsteries. For example, the C-1910 chairs are shown 
above in top grain leather. The Harter 710 pictured separately has 
rich fabric upholstery. 


Metal finishes are durable baked-on enamel. Again you 
select the color either from the standard office fin- 
ishes or from the new pastels which harmonize 
with the decorative tones in upholstery. 





Top quality upholsteries and steel construc- 
tion enable Harter chairs to keep their like- 
new appearance for years and years. They’re 
a sound business investment that says nice 
things about you to your visitors. 


Write for literature on Harter chairs . . . we'll 


send name of your nearest dealer. 
POSTURE 


i) HARTER ox 


STURGIS, MICHIGAN 


Model 710 


206 Prairie Street, Sturgis, Michigan 
In Canada: Harter Metal Furniture Ltd., Guelph, Ontario 


(Circle 126 for more information) 











Warehouse boosts efficiency 


with ‘automated conveyors 


Unified storage center replaces six separate operations 


Phe development of a system of auto- 
matic conveyors and palletizing ma- 
chines for a new warehouse at the 
Pittsburgh plant of E. J. Heinz Com- 
pany has mechanized all warehousing 
operations. The advantages offered by 
automatic handling equipment were 
major factors in’ planning the new 
warehouse, and consolidating widely 
scattered and expensive shipping opera- 
tions in the plant. 

Operation of the system is similar in 
some respects to switch tower control of 
railroad trains. In fact, the operation 
involves a switch control center where 
“trains” of predetermined and widely 
variable numbers of filled cases are 
made up and routed. The cases travel 
on twelve accumulator conveyors and 
five trunk conveyors, through four pal- 
let loading machines, and over subse- 
quent conveyors and various vertical 
lifts to the warehouse. 

The number of cases in each “train” 
is determined by size, and the number 
required to fill a pallet. The average 


distance traveled on the conveyors is 
more than 1100 feet, through various 
passageways between buildings, There 





are approximately 114 miles of auto- 
matic conveyor lines. 

The switch control center for the ac- 
cumulator conveyors is located near 
their junctions with trunk conveyors. 
Panel controls include electrical plug-in 
cable connections for each trunk con- 
veyor, with selected accumulator con- 
veyors. It also has multiple contact dia] 
switches to determine the number ol 
cases to be switched from accumulator 
to trunk conveyor. Another feature is 
indicator lamps that show operating 
conditions on the whole 
system. A three-station intercommuni- 


cation system, with loudspeakers, con- 


conveyor 


nects the control stations, operator's 
pulpit in the warehouse, and the fore- 
man of operations. 

facilitated a 
move to one central warehouse trom 
storage facilities that had included six 
buildings in different locations in 
A total of 40,000 pallet 
loads of products can be stored in the 
The 


The new system has 


Pittsburgh. 


three-floor building. conveyors 
permit the handling of as many as 
18,000 


during an eight-hour shift. m/m 


cases from production — lines 


LEFT: The cperator in the control pulpit 
selects the proper pallet loading pattern by 
pushing a button: BELOW: The switch 
control center includes electrical plug-in 
cable connections for each trunk with se- 
lected accumulator conveyors. Indicator 


lamps also show operating conditions of 
the system. 
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Venti Fiue 


THE LOWEST COST, 
MOST EFFICIENT 
SYSTEM FOR FILING 
ACTIVE RECORDS 


The ‘‘Verti-File’’ open shelf filing 
system couples the economy of a low 
capital investment with=high speed 
filing efficiency. This system is most 
suitable for new installations, but if 
you are adding to your present filing 
set-up, it is easily adaptable to all 
filing methods. 


Why not have our literature and 
prices in front of you? 


WRITE 
FOR NEW 
BROCHURE 


AND PRICES 
on 


“VERTI-FILE”’ 


DELUXE 
METAL FURNITURE 
COMPANY 


440 Struthers St. WARREN, PA. 
A DIVISION OF THE 
ROYAL METAL MFG. CO. 
Manufacturers of library shelving, industrial 
shelving, and factory furniture for over @ 
quarter of a century. 


(Circle 117 for more information) 
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New applications 
of ultrasonic 
cleaners 


The application of ultrasonic clean- 
ers at Trans World Airlines, Inc., to 
clean armatures is evidence of their ex- 
panding use in industry. The high-fre- 
quency sound units operate on the 
principle of cavitation. Here, ultrasonic 
energy “cold boils” the cleaning fluid— 
literally blasting loose minute foreign 
particles from high-precision parts. 

The equipment features improved 
low-cost cleaning effectiveness with in- 
expensive water-detergent solutions, 
elimination of flammability and _ tox- 
icity factors, elimination of the prob- 
lem of waste fluid disposal, adaptation 
to either batch or process cleaning 
rates, and application to cleaning oper- 
ations formerly believed impossible. 

In addition, intricate instrument 
mechanisms can be cleaned without 
disassembling them, which reduces 
maintenance time by more than 60%. 

It is estimated the cleaners will effect 
savings of about $14,000 for TWA dur- 
ing the first year of utilizing the new 
maintenance equipment. 

The units have achieved “a maxi- 
mum of 100% cleaning effectiveness” 


with the inexpensive water-detergent 


solutions, compared to 40 to 70% ef- 
fectiveness with more expensive sol- 
vents. Direct labor costs have been re- 
duced as much as 75%, and in many 
cases, Cut solvent costs as much as 98%. 

Basically, a unit consists of two parts: 
a cabinet which houses a generator of 
high-power electrical energy, and trans- 
ducer or cleaning unit, which holds the 
cleaning solution and converts electrical 
energy into high-frequency sound. 

It operates by transmitting specially 
selected low high frequency sound 
waves through the water-detergent solu- 
tion to achieve a unique high penetra- 
tion of ultra-sonic energy on the part 
to be cleaned. The cleaning solution 
literally wraps itself around the part— 
penetrating areas which resist all other 
methods of industrial cleaning, such as 
hand brushing, vapor degrease, and agi- 
tation and pressure wash. 

For more information, circle numbe) 
247 on the Reader Service Card. 
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SECRETARIES FEEL BETTER...WORK BETTER! 







Cosco Chairs are “Office fashioned”—designed 
by seating engineers to reduce fatigue, increase 
work output—mass-produced by skilled crafts- 
men for greater quality and value! A free trial 
will convince you that Cosco Chairs look better, 
feel better, wear better than others costing twice 
as much. Give “Office fashioned”’ seating a try. 
Call your Cosco dealer or mail coupon today! 


Find your COSCO dealer in yellow pages of phone book 
or attach coupon to your letterhead 


| HAMILTON MANUFACTURING CORPORATION, Dept. MM 26 Columbus, Indiana | 


| (J Without obligation, | would like a COSCO Secretarial Chair | 
| on free 10-day trial. | 


1 ( lalso want free trial on Executive Chair [_] Conference Chair | 
(_] 60-Y Folding Chair [_] Full information on COSCO Chairs | 
| 
Address 
| 


Also available in Canada, Alaska and Hawaii through authorized COSCO dealers 


oe ee ne ee 


(Circle 125 for more information) 


Model 18-TA 
Executive Posture 
Chair 


$48.95 


($51.45 in Zone 2 


Model 20-LA 
Conference Arm 
Chair 


$28.95 


( $30.95 in Zone 2) 


Je 





Model 60-Y 
Space-Maker 
Folding Chair 

$10.50 


($11.95 in Zone 2 ) 


(Zone 2—Texas and 11 Western States) 
COPYRIGHT, 1966 
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OVER 6 MILES of Weldwood Korina® Movable Partitions are planned for Fo 
administration building. This full-scale model shows part of the installation designed by architects 





aS 


Skidmore, Owings and Merrill, to be made by Detroit Partition Company. 
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WELDWOOD "STAY-STRATE”” DOORS with the Life of the Installation guarantee are used with 
theSe partitions. Doors match birch, Korina and walnut partitions in regular stock. Both blend 


harmoniously into any decorative scheme, as in Ford's contemporary setting shown above. 


Weldwood Movable Partitions to be used in 


new Ford Central Staff Office Building 


Here’s why Ford’s new Central Staff 


Office Building will use the only flush 


partitions that combine the beauty of 


real wood with low-cost movability. 

1. THE BEAUTY OF FINE HARDWOOD 
PANELING adds warmth and dignity that 
are important to employee morale, and 
complements any decorating scheme. 

2. NEW OFFICES OVERNIGHT. Weldwood’s 
unique metal key construction locks 
panels together firmly, yet allows quick 
rearrangement by regular maintenance 
crew. 

3. NO PAINTING—NO REDECORATING! 


Occasional cleaning and waxing is the 
only maintenance needed. Paneling looks 
like new indefinitely. 

4. FIRE-RESISTANT WELDROK® panel core 
also cuts sound—it’s much more eflec- 
tive than a 2 x 4 stud partition with 
metal lath and plaster on both sides. 
LIKE TO KNOW MORE? Ask your architect 
(he'll find all specifications in Sweet's 
Files) or write for descriptive brochure 
and name of nearest distributor to 
United States Plywood Corp., Dept. 
MM 2-56, 55 West 44th Street, New 
York 36. N. Y. 


ee, Weldwood MOVABLE PARTITIONS 


A product of 
UNITED STATES PLYWOOD CORPORATION 


Weldwood 


The Best Known Name in Plywood 


(Circle 149 for more information) 
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Parking roof utilized 


for drive-in banking service 


By using the roof of its new building, 
the State Bank and Trust Company of 
Wellston, Missouri, found it was able 
to offer its customers “banking in the 
sky” teller and roof 
parking. When they decided to in- 
corporate a “drive-in” operation, the 


drive-in service 


bank found itself in a position unfav- 
orable for routine designs of this type. 
The 
artery, and the street behind it is 14 


building faces a major traffic 


feet higher than the main street. A 
drive-in arrangement would have been 
hazardous, because of the heavy pedes- 
trafic. The 
parking area solved the problem. 

Customers simply drive through a 


trian and vehicular roof 


gate, over an asphalt-topped lot, onto 
the concrete bank roof. Here, they can 
the two ‘Snorkel’ tellers 
without leaving their cars, or park 
their cars and enter the bank by means 
of either an elevator or a staircase. 


use one of 


Glass insulation blocks laid over asphalt 
roof permits concrete to be poured as sur- 
facing. 


The roof lot will hold 12 or 14 cars, 
plus those utilizing the teller system. A 
special cellular glass insulation was ap- 
plied over the asphalt roof. This insula- 
tion has a compressive strength of oven 
7 tons per square foot, enabling a con- 
crete surface to be poured over it. 

Customers driving on to the roof 
from the rear may park in front of the 
large periscope device which uses micro- 
phones and mirrors to enable the telle1 
to maintain constant visual and audio 
contact with the customers. An electric 
dumbwaiter carries cash and_ with- 
drawal and deposit slips. 

The new design furthers one of the 
principal objectives of the bank—that 
of encouraging individual depositors 
to use bank facilities by enabling them 
to transact business with a minimum 
of inconvenience and delay. 

For data on insulation blocks, circle 
number 233 on the Reader Service Card. 








Moving shades protect 


building from sun’s rays 


Jalousies of iridescent aluminum 
finish, moving automatically with the 
course of the sun, protect the Garrett 
Corporation’s new building in Los 
Angeles from intense heat and sun 
glare. The louvres also act as shades 
and light reflectors for an effective dis- 


tribution of light within the building. 

The full bank of jalousies measures 
approximately 87 feet in length and 
161% feet in height, and covers the en- 
tire south side of the building. It is 
divided into three segments, with an 
individual motor unit and automatic 


METHODS 


MANAGEMENT 












DECIBELS 


Noise control in the 
office is easily 
accomplished the day 
you install 


SOUNDEX PARTITIONS | 


. . . both sides soak up sound like 
blotters soak up ink. 


ub 


WRITE FOR 
FREE CATALOG TODAY. 
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2417 EASTERN AVE., GRAND RAPIDS, MICH 








(Circle 171 for more information) 





Here’s a real cure-all for slumping, sagging, 
disorderly file folders. With new Verti-Swing, 
your folders will hang and slide smoothly 
on a steel frame adaptable to any standard 
file cabinet. Available in Legal size, too. 
See your G/W dealer or write us for com- 
plete information and illustrated brochure. 


& 





WERNICKE 
y ® 
Cincinnati 12, Ohio 


124 for more information) 


1956 


(Circle 


FEBRUARY 





control for each segment. 
Two time clock interval timers and 
a duration timer make up the control 


system. The first timer controls the 
number of movements of the vanes, 
and the times at which they start. The 
duration timer determines the length 
of time of each movement. The re- 
maining timer reverses the position of 
the vanes at 12:45 p.m. The controls 
maintain the position of the vanes at 
approximately a 90-degree angle to the 
rays of the sun. 

According to the architects, Welton 
Becket and Associates, the periodic 
movement of the vanes and resultant 
change in the shadow patterns will give 
lite and movement to the building’s 
exterior. 


Desk wastebasket 
saves space and 
hides contents 


wastebasket-in-a-desk idea 
greatly improves the appearance of the 
offices of State Farm Mutual Automo- 
Co. in Bloomington, 
Illinois. The company revised its stand- 
ard desks to receive special oversize, 
elongated vulcanized fibre wastebaskets, 
housed in the the 
desks specially designed. 

The company’s efficiency expert con- 
tended that the style of wastbaskets in 
use in the company’s offices presented 
liabilities than The old 


A new 


bile Insurance 


recessed backs of 


more assets. 


baskets, with their exposed contents, 








were unsightly. They obstructed aisles, 
and presented a physical hazard to 
“shins’’ and hosiery. ‘They contributed 
to littered floors and, in addition, oc- 
cupied valuable floor space. From a 
maintenance point-of-view, they slowed 
down janitorial crews. 

The wastebasket-desk combination 
saves valuable floor space and keeps 
aisles clear. Floors are no longer littered 





FOR COMFORT, 


Ky bonded foam latex 
con padding; 2” on 
VY 4) seat, 1°° on back 


and arm rests. * 





TON-TESTED! 
Modern testing 
showed these 
chairs still rigid 
under more than a 
ton of pressure 











“WALL SAVERS” 
Backs of side and 
arm chairs cannot 
touch wall even 
when legs do 








THEY STACK— 
Side chairs de 
signed to store 
easily and simplify 
floor-cleaning 

















with wastepaper because the _baffle- 
board insert on the top of the desk 
makes it easier to direct papers into the 
basket. ‘This arrangement also saves em- 
ployee time and effort, since it is no 
longer necessary for a worker to turn 
or walk to a basket to dispose of litter. 


For more information, circle number 
246 on the Reader Service Card. 






OF KANSAS CITY... 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 


in fresh new design concepts 


that are pleasing to the eye . 
rigidly constructed for long service, 
and with easily-removable coverings of 
elastic U. S. NAUGAHYDE; other 


fabrics in many colors available. 


Wall-saver” side and arm chairs with 
padded or plastic arm rests, and two 
handsome swivel models with arms 


side chairs as low as 31.40, 


swivels as low as 53.00. Ask to 


see them today! 


Eh your Cramer dealer 


OR WRITE DEPT. MM-1 
CRAMER POSTURE CHAIR CO., INC 
1205 Charlotte, Kansas City, Mo. 


MAKERS OF CRAMER POSTURE CHAIRS 
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Get sound comfort with 


Gold Bond’ 


ACOUSTICAL PRODUCTS 


Andy Varipapa scores 
with a rumble, clatter 


and crack! 


When champ Andy Varipapa bowls, the 
crowd sees his strikes, and doesn’t mind the 
din. But din in an office is different. Clicking 
typewriters, clacking adding machines, ring- 
ing phones and the buzz of conversation slow 
down work and cost you money. 


Gold Bond Acoustimetal ceilings muffle 
noise. Your office becomes pleasantly quiet. 
Nerves are rested. Efficiency is increased. And 
because the perforated panels are metal and 
backed with incombustible pads, they're fire- 
proof. Because they’re enameled, they can be 
kept clean with a damp cloth. They can be 
repainted without affecting sound absorption. 
And units are easily removed for quick access 
to utilities. If you’re planning to build or re- 
model, include Gold Bond Acoustimetal in 
your plans. 

Call your Gold Bond Acoustical Contractor. 
His name is in the Yellow Pages of your 
phone book under “Acoustical Contractors.” 








— on as on GS Us ae an ar an ae oe Gar ae oe ---4 

Send for free booklet 1 

ia : : : i 

The Decibel gives you illus- \ 

trated, acoustical case his- \ 
) tories. Write to Dep.. \ 
" MM-26 National Gypsum \ 
, Co., Buffalo 2, N. Y. ' 
t 4 
f Name 1 
Company___. 
t Street_ Cit) t 
1 1 
1 State | 


ee 
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THE MAN 


James Crane Kellogg II! 
Vice Chairman, 


THE COMPANY 
New York Stock Exchange 
Senior Partner, 
Spear, Leeds & Kellogg 


THE DESIGNER 
Desks, Inc. 


SPACIOUSNESS AND SERENITY were two 
important requests which Mr. Kel- 
logg made to Desks, Inc. when they 
were planning his office. The na- 
ture of his work demanded an office 
with an air of quiet roominess, and 
a conference table around which 
his partners could discuss the day’s 
activities at leisure. 

Mr. Kellogg has the distinction of 
being the youngest man to have 
been made vice chairman of the 
New York Stock Exchange. He is 
now senior partner in the largest 
firm of specialists on Wall Street. 
Specialists are commonly known as 
“brokers’ brokers’”—maintaining a 
fluid, orderly market by buying 
when no one else is buying and 
selling when everyone else is buy- 
ing. They must keep an eagle eye 
on every nuance of each market var- 
iation, or stand to lose hundreds of 
thousands of dollars in a single day. 


where they w 


THe OPPTC ES 


His big, square office has walls. 
drapes and carpet done in pale 
green, conducive to much-needed 
relaxation. The leather upholstery 
of the chairs and sofa is dark green 
The desks, end tables, chairs, and 
the conference table are Early 
American Chippendale style in 
dark mahogany. They are hand. 
somely heavy, but not too massive. 
An adjoining ofhce has a round 
mahogany table where luncheon is 
often served. 

As there is very little actual desk 
work done in this type of business, 
three other partners share the two 
desks placed at opposite ends of the 
room. Mr. Kellogg’s desk has been 
placed in one corner of the room, 
at the head of the conference table. 
It is not necessary for him to move 
when he must preside at the daily 
group meetings, or the firm’s Board 
of Directors meetings. It is this con- 


Of su 











MANAGEMENT METHODS 








— CONFERENCE TEST PROVES... 


'} work Du Pont breathable “Fabrilite™” 
. provides more seating comfort 


13 of 15 men at four-day meeting 
specify breathable ‘Fabrilite”’ 
as the more comfortable upholstery 


Here’s how an important business conference proved that breath- 
able *Fabrilite’* vinyl upholstery adds greater seating comfort 
in day-after-day use! 

Test chairs provided for the meeting were identical except 
for the coverings: half were of breathable “Fabrilite’’. . . the 
rest of a conventional supported vinyl material. The 15 busi- 
nessmen present were not told which of the differently styled 
upholstery was breathable. After using both types of chairequally 
for four days, 13 of the participants reported that breathable 
*Fabrilite™ undoubtedly had the more comfortable seating sur- 
face! 


sUCCESSFUL MEN 




















lerence table which is the heart of 
the office. The whole atmosphere ot 
the room is one of quiet efficiency 
where Mr. Kellogg and his partners 
may carry on their important Wall 
Street activities, and where he may 
also work on the many outside in- 
terests in which he is involved. m/m 








“Fabrilite” breathes—that’s what makes possible the superior comfort that 
so impressed the conference group. As does the cigarette smoke in the picture, 
air and vapor pass right through the thousands of invisible pores in breathable 
‘“Fabrilite” to give the comfortable seating surface of a woven fabric. Yet 
breathable ‘*Fabrilite” is continuously vinyl-coated and offers all the advantages 
of a durable plastic—extra-long service life, full soil and wear resistance, com- 
plete cleanability with a damp, soapy cloth. It’s perfect for furnishings that get 
heavy use... even abuse. 

Luxurious and pliable, breathable “‘Fabrilite,”’ with the knitted backing, is 
available in striking patterns and colors. When you next furnish or reupholster, 
make sure you specify long-wearing, breathable ‘*Fabrilite’—the upholstery 
that stands alone in seating comfort. 








a’ ***Fabrilite” is Du Pont’s registered trademark for its elastic-supported vinyl upholstery. 
grocttable elastic-supported vinyl upholstery REG. U. 5. PAT. OFF 
Better Things for Better Living ... through Chemistry 
cee Mae E.!. DU PONT DE NEMOURS & CO. (INC.) e FABRICS DIVISION ee NEWBURGH, N.Y. 
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WEBSTER 
QUALITY CONTROLLED 
DUPLICATING SUPPLIES 
FOR EVERY 

OFFICE NEED 














APERS Blueprint, 


° Vo 
Pencil, Pers 





CARBON P Transfer, 
Typewriter, 
=papers AND = 

th spirit “ 





sPIRI 
or bc 


F. S. WEBSTER COMPANY 
10 Amherst Street 
Cambridge 42, Massachusetts 
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New products 
for work center 


application 


Modular drafting desks feature 
interchangeable component units 


Built around 14 basic models, a new line 
of modular drafting desks can be put to- 
gether and inter-changed for efficient and 
economical work planning. The styles pro- 
vide many variations in drawer arrange- 
ments, drawing-board sizes, sizes of desk 
top, or reference table. 

Plastic and linoleum work surfaces and 
aluminum boards 


lightweight drafting 





make the desk especially useful to engi- 


neers and draftsmen. The drafting board 
weighs only one-third the weight of a 
wooden board of the same size, and is not 
subject to atmospheric or climatic changes. 
Mounted on nylon rollers, the board is 
counterbalanced for vertical height adjust- 
ment up to 12 inches, permitting the user 


to sit or stand with equal convenience. 


For more information, write to Emeco 
Corp., Hanover, Pa.; or circle number 236 


on the Reader Service Card. 


New room air conditioner 
uses only 9 inches of window space 


A totally new kind of room air condi- 
tioner which fits any type of window, takes 
only nine inches of space, does not extend 
outdoors, and doesn’t block the user’s view. 
No drains, ductwork, or structural changes 
are necessary to install the unit which can 
be hung from the sill, mounted on the 
floor, or recessed into the wall. It is com- 
pletely portable and features an automatic 
thermostat control, room air exhaust for re- 
moving stale air and smoke, and fresh air 
intake. 

The air conditioner can double as a heat- 
ing unit when connected to an existing 
steam or hot water system, or equipped 
with a special radiant heat panel. Heavy 
fiber glass insulation and rubber mountings 














STURGIS 
1885-G 


with scuff-proof, noiseless, 
self-leveling fiber glass base 


for executives who like the 
comfort of a big back and seat 
of foam rubber over springs 


POSTURE 
CHAIRS 


THE STURGIS POSTURE CHAIR COMPANY 


Sturgis, Michigan 
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save Te 


REDUCE DAMAGE 





SYNTRON 
ENVELOPE 
JOGGERS 


Automatically align contents of 





envelopes for fast, clean open- 
ing by manual or machine 
methods. Jogger loosens and 
shakes down envelope contents 
in a few seconds—speeds of- 
fice procedure. 

Write For 


Complete SYNTRON CO 
Catalogue .y 
FREE 592 LEXINGTON AVE. 


HOMER CITY, PENNA. 
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produce a very low sound level. 


For more information, write to York 
Corp., York, Pa.; or circle number 237 on 


the Reader Service card 


Executive refrigerator blends with 
furniture decor of any office 

\ four cubic foot executive refrigerator 
is available in mahogany, lime oak, walnut, 


knotty pine, and natural oak, to fit the 


“ff a ~ 


ae 





POL eo 


decor of any office. Taking up less than 
four square feet of space, the refrigerator 
holds nine ice cube trays in addition to the 
regular storage areas. 

For more information, write to General 
fir Conditioning Corp., 4542 E. Dunham 
St., Los Angeles 23, Calif.; or circle num- 


ber 235 on the Reader Service Card. 
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ASE CONVERTIBLE 
OFFICE DESKS 


Better Built for Better Business 


‘ , -_ » — a © 
4 Fy a 


Your offices assume an added air of distinction when equipped with 
modern ASE office furniture. ASE desks enable you to plan for tomor- 
row today. They offer you distinctive appearance, most efficient work 
organization and maximum flexibility. Every ASE desk may be arranged 
to suit the work-needs of the user . . . now and in the future. Tops can 
be changed as required . . . drawers can be rearranged as desired .. . 


convenient accessories may be added. 
If you are planning the purchase of new or replacement 


office furniture it will pay you to see your ASE Dealer 


today. His stock is complete... his pre-planning service 


can be extremely valuable. 









































a ee 


: ~ LiL 


See the smart, new ASE steel furniture at your dealer’s 





ae 





Write for catalog and complete information 
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How XEROGRAPHY 
cuts duplicating costs 60,000 a year 


a MARTIN, 


BALTIMORE 





SPEEDS THE PREPARATION OF 


SPEEDS PAPERWORK 





A, B, C, and D Engineering Drawings * Organization Charts * Standard Process 
Bulletins + Air Force and Navy Specifications * Manufacturing Division Manuals 


Martin, world-famous manufacturer of mighty 
bombers, commercial transports, guided missiles, and 
pilotless air-craft, uses thousands of engineering draw- 
ings daily. 

They are of many sizes, but predominately in the 
conventional A (812”x11”), B (11%x17”), C (17”x 
22”) ,and D (22”x 34”) groups. Because esa cop- 
ies were wanted regularly, Martin sought a more effi- 
cient method of producing them. They found the an- 
swer in xerography, using XeroX® copying equipment. 

Martin estimates that in 1955 alone it effected sav- 
ings of $60.000 over the method previously employed. 
This figure includes savings in the related field of or- 
ganization charts, standard process bulletins, air force 
and navy specifications, and Manufacturing Division 
manuals. The big cost reduction, however, 
neering drawings. 

Versatile xerography provides the solution to your 
copying needs. New developments make it the one, 
all-purpose, fast and economical process for duplicat- 
ing anything written, typed, printed or drawn. Origi- 
nal copy can be enlarged, reduced or made same size. 
Masters can be made from opaque originals or from 
copy on both sides, by this dry, electrostatic copying 
process. 


is in engi- 


Write for “proof of performance” folders showing 
how xerography is saving time and thousands of dollars 
for Martin and companies of all kinds, large and small. 


THE HALOID COMPANY 


56-2X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


EROGRAPHY 


(ZE-ROG-RA-FEE) 
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DO YOU KNOW... 


Xerography copies onto 
paper masters and 
metal plates for 


OFFSET 
Duplicating 


Copies onto 
translucent inter- 
mediates for 


DIAZO 
Printing 


Copies onto 
masters for 
SPIRIT 
(and other fluid-type) 
duplicating 
ey 


Copies 
HALFTONE 
& LINE 
subjects onto paper 
masters for offset 
duplicating 


UP TO 
EIGHT 


COPIES 
including a paper 
master or translucent 
intermediate can be 
made from one xero- 
graphic exposure 





st, cheapest, most versatile way to make masters a duplicating 











NEW PRODUCTS IN THE EDITOR’S MAIL 


Precision lettering device 
cuts hand lettering cost 





A new precision lettering instrument 
uses light metal templets to provide fin- 
ished lettering art inexpensively. Two dials 
on the compact device adjust height and 
width of the lettering required. More than 
600 sizes and shapes of letters can be made 
from one templet, with 130 styles 
offered in templet form. 


type 


For more information, write to The Va- 


rigraph Company, Madison 1, Wisc.; or 
circle 


Card. 


number 238 on the Reader Service 





New mobile tray carrier permits 
60% more file card capacity 





A new mobile tray carrier, for visible file 
card drawers, permits the combination of 
various size file tubs to fit any capacity. 
Conversion to double-deckers increases card 
capacity by 60 percent. The tray carrier 
rolls on ball-bearing wheels to most con- 
venient position for pulling and filing. 


For more information, write to Tab Prod- 
ucts Co., 57 Post Street, San Francisco 4, 
Cal.; or circle number 239 on the Reader 


Service Card. 
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Invincible general office group 
in Kool Green 





The office comes to life 


when it’s Invincible 


*“eeeeeeeeeeresneereeeeeene 


Your office can be more efficient... more pleasant... 

with colorful, business-engineered Invincible metal furniture 
Office efliciency is stepped “way up by functional colors. 
and Invincible has them! Finishes range from soft greens 
to rich mahogany, and there’s a wide variety of units all with 
Invincible’s business-engineering for peak utility and 
comfort. They're strongly built of steel — cleanly. 
smartly styled — and drawers of desks and files 
slide quietly. It’s easy to custom-plan an ideal executive 


or professional or general office when you 


full-color Invincible catalog, without cost. 


Or see your Invincible dealer. 


INVINCIBLE 


Metal Furniture Company ¢ Manitowoc, Wisconsin 


The Operating Executive 


In Canada: A. R. Davey Company, Ltd., Factory Representative 
174 Bedford Road, Toronto 5, Canada 


(Circle 129 for more information) 


choose from the colorful new line by Invincible. Ge | : 


A request on your letterhead brings you the new . 
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